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CONTACT US

Document Comments:
We value your feedback on this document.

How are we doing? The Communications & Documentation Team of the electronic Research
Administration (eRA) is dedicated to serving our community and welcomes your feedback to assist
us in improving our user guides. Please send comments about the user guide to this

address: eRA Communications@mail.nih.gov.

Troubleshooting support:

Please contact the eRA Service Desk:
Toll-free: 1-866-504-9552

Phone: 301-402-7469
TTY:301-451-5939

Web:http://grants.nih.gov/support/ (Preferred method of contact)

Email:commons@od.nih.gov (for Commons Support)

Email:helpdesk@od.nih.gov (for IMPAC II Support)

Hours: Mon-Fri, 7:00 a.m. to 8:00 p.m. Eastern Time

DISCLAIMER STATEMENT

No data shown in illustrations represents any real account, project, or individual. Any resemblance
to actual accounts, projects, or individuals is purely coincidental.
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2 Latest Updates
2.0.1 May 2020

When viewing and completing the Statement of Appointment form, a new field,
Education/Career Level, lets you specify the trainee's current education level, as this information
is not populated from the Personal Profile.

2.0.2 July 2018
The Activity Code table was updated to add R38.
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1 Purpose

The purpose of this document is to provide guidance on the use of xTrain to Institutional (external)
users. For more information regarding research training and research career opportunities offered
by the National Institutes of Health (NIH), please visit the Office of Extramural Research (OER)
Grants Training page at http://grants.nih.gov/training/index.htm.

1.1 Scope

This document indicates how to access xTrain, provides a description of xTrain user roles, and
explains the process for submitting appointments, re-appointments, amendments and termination
notices. This xTrain External User Guide, as well as additional reference material, is available on
the Institutional Research Training and Career Development Awards page:
http://era.nih.gov/training career/index.cfm.
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2 What is xTrain?

xTrain provides program directors/principal investigators, university administrators, and trainees
the ability to electronically prepare and submit PHS 2271 Statement of Appointment forms and
PHS 416-7 Termination Notices associated with institutional research training programs,
institutional career development awards, individual fellowships and research education awards.
xTrain is also used by agency grants management staff to review and process the appointments and
termination notices submitted electronically.

Grantee institution staff can use xTrain to:

« Create, route, and submit Appointments, Re-appointments, Amendments and Termination
Notices

o Track the status and timing of actions taken by xTrain users

xTrain eliminates the need for signed paper forms, except in the following situations:

Permanent U.S. residents must submit a signed and notarized statement certifying that they have
(1) a Permanent Resident Card (USCIS Form I-551), or (2) other legal verification of such status

Signed hard copies of Payback Service Agreements are required for postdoctoral trainees in their
first year of Kirschstein-NRSA support. For more information on the Payback Service Agreement
policy, please refer to this web site. http://grants.nih.gov/grants/policy/nihgps 2013/nihgps
chll.htm# Toc271265163

2.1 Activity Codes Supported

The information that lists the current activity codes supported by xTrain can be accessed from the
xTrain My Grants screen. NRSA fellowships (F30, F31, F32 and F33) can only be terminated.
T15’s are for the National Library of Medicine and CDC. T01, T02, T03, and T42 are for CDC
only. Select the List of Activity Codes currently supported in xTrain hyperlink to access this
document.

Hir: Lbrl ik Admimigiration WM - .
[ T ERJUEDACAL RESEARCHCTR
- “Commons ) e i i -

\\\‘: Spomcered by Narfomal Imavdowaws af Waalek Ve 3 389
Momve_Admin_Iwstsbon Profse_Persons Profle Sistos eSHAP inierat Assisied Rewew Links eRA Parinirs
My Grants
i and Hotes:
« Lis of Actrity Cosles o peoded in xTran
C-_.-..-r,-.v--r. T, T q')
» Th Presram Duraesr © waryd hepars By Contact 1 e sk Pl geants
i-2el3 10
Gt Mummbes Progect Start Dae  Progect End Dute % | Program Diecior # | Progect Trie & m-z_l
T3 AT QA% OTAO1200) DAD01) Day, Sunmy ODEETY FROW GENES TO Waps
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2.1.1 xTrain Activity Codes

Activity Code: A three-character code used to identify a specific category of extramural research
activity, applied to various funding mechanisms.

The table below shows a list of xTrain Activity Codes.

Activity Codes Supported in xTrain
(as of July 2018)
F30 KL2 TO1 T42 R25
F31 K12 T02 190 R90
F32 KM1 T03 TL1 RL5
F33 T15 TU2 RL9
T32 R38
T34
T35

2.1.2 Stipend Level Links by Fiscal Year

The Stipend Level Links by Fiscal Year hyperlink is on the My Grants screen for (Principal
Investigator) PD/PI users.

------ & By Narisanal Fmstitutes of Nealth

Blecironic Nescarch Aagaminisiralion L jl==tnt] ]
IEsuben JOMHNS HOPKING URNERSATY
(e=EE Commons ) e e

My Grants

[Tips and Maotes:

i Wways shows (ke Contact Pl for mult-Pl grants
1001 13
mmmmm

22 G 500000 RMEHETE BRI King, Lion OHCOLOGY-CHEMOTHERAPY, IMMUHOLOGY, BIOLOGY L e
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This link points to the Kirschstein-NRSA Stipend History spreadsheet. The spreadsheet displays
stipend levels for current and previous years.

A Y z AA AB AC AD AE AF
1 |Kirschstein-NRSA Stipend History|
2
3 2005 2006 2007 2008 2009 2010 2011 2012
G Undergrad in the MARC and COR Programs
9 Freshmen/Sophomore 7.812 7.812 7.812 7.812 7.896 7.980 8,136 8,304
10 |Juniors/Seniors 10,956 10,956 10,956 10,956 11,064 11,172 11,400 11,628
11 Pre- and Post-Doctoral Kirschstein-NRSA Particip
12 Pre-doc 20,772 20,772 20,772 20,772 20,976 21,180 21,600 22,032
15 Post-doc Level 0 35,668 36,996 36,996 36,996 37.368 37.740 38.496 39.264
16 Post-doc Level 1 37.476 38.976 38.976 38.976 39.360 39.756 40,548 41,364
17 Post-doc Level 2 41,796 41,796 41,796 41.796 42,204 42,624 43,476 44,340
18 Post-doc Level 3 43,428 43,428 43,428 43.428 43,860 44,304 45192 46,092
19 Post-doc Level 4 45,048 45,048 45.048 45.048 45,504 45,960 46,864 47,820
20 Post-doc Level 5 46,992 46,992 46,992 46,992 47.460 47,940 48,900 49,884
21 Post-doc Level 6 48,852 48,852 48,852 48,852 49,344 49,836 50,832 51,682
22 Post-doc Level 7 51,036 51,036 51.036 51,036 51,652 52,068 53,112 54180
23 NIH Guide Announcement Numbers and Hyperlinks: |MNOT-0D-06-032 NOT-OD-06-026 NOT-0D-07-057 NOT-0D-08-036 NOT-0D-09-075 NOT-OD-10-047 NOT-OD-11-067 MOT-OD-12-033

2.2 xTrain Forms Supported
xTrain supports electronic submission of the following forms:

 Statement of Appointment Form (PHS 2271)
o Termination Notice (PHS 416-7)

Payback Agreement (PHS 6031)—This agreement is available for download/printing with
instructions for signing and submitting the agreement via postal mail. xTrain will populate the basic
information prior to printing

Form-specific information and instructions can be found at http://grants.nih.gov/grants/forms.htm.

2.3 xTrain External User Roles

BO

(Business Official) administering grantee institution training grants.

A Business Official has signature or other authority related to

SO (Signing Official) | A grantee institution’s Signing Official has authority to legally

bind a grantee institution for grant matters.

The Program Director or Principal Investigator is responsible

PD/PI for the overall direction of the training program and has the

Table 1: External User Roles
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skills, knowledge and resources necessary to organize and
implement a high quality research training program. In
Commons, this role is called the PI role but is used for PDs as

(Program
Director/Principal well. The Fellow also has the PI role. The PD/PI selects and
Investigator) appoints Trainees, amends appointments (when necessary), and
initiates Termination Notices.
A multi-PI can perform the same actions as the Contact PI
An ASST user is a grantee institution individual that is
PD/PI Delegate delegated authority to perform Program Director/Principal

(ASST) Investigator xTrain training _appoin.tment functions. A user with
the ASST role cannot submit appointments.

Trainee: A person appointed to and supported by an
institutional Kirschstein-NRSA or non-NRSA research training
award

Trainee Scholar: A person appointed to and supported by an
institutional career development award

Participant: A person appointed to and supported by a research
education award.

The Sponsor is a person who mentors Fellows and can initiate
and facilitate the termination of a fellowship. The Sponsor can
submit the Termination Notice for foreign and federal
fellowships only.

Sponsor

Users with this authority are able to perform actions similar to
Sponsor Delegate the Sponsor role but they are not able to submit the fellowship
Termination Notice to the Agency.

Table 1: External User Roles

NOTE: The Signing Official (SO), Administrative Official (AO) and Accounts Administrator
(AA) can grant Business Official (BO), Principal Investigator (PI) or Assistant (ASST) roles to
individuals within the grantee institution. Signing Officials can also give Business Official
privileges to themselves. Trainees without eRA accounts will be invited to register as part of the
xTrain appointment process.

For more information on xTrain external user roles and the actions they can take, see the eRA
Commons Roles list at http://era.nih.gov/files/eRA Commons Roles.pdf
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2.4 508 Compliance

The xTrain module meets the compliance regulations of section 508. The standard makes products
accessible to people with disabilities, including those with vision, hearing, and mobility
impairments.

What is xTrain 18 May 2020
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3 Accessing xTrain

xTrain user interfaces and functionality are accessed from the Commons module. An eRA
Commons account is needed in order to use xTrain.

See the NIH eRA Commons System User Guide and corresponding subsections listed below for
details on accessing the Commons System and obtaining a Commons user account:

System Requirements

o Accessing the Commons

o Password Policy
Getting Help

To login to xTrain:

1. Login to eRA Commons at https://commons.era.nih.gov/commons/. If you have forgotten
your password, select the Forgot Password/Unlock Account? hyperlink.

e R

Elecironic Research Administration
@3N Commons )

Sponsored by Nartional Institutes of Health

{Mb ‘@ Contact Us | Help

Commons Login @

*Required field(s)

“Username

*Password

/

Forgot PasswordiUnlock Account?

Federated Institutions/Organizations @

Federal User Login Here
eRA Commons Help Desk

Hours: Mon-Fri, 7AM-8PM EDTIEST
Web: hitp-llitservicedesk nih goweRAI
Toll-free: 866-504-9552

Phone: 301-402-7469

TTY: 301-451-5939

Contact inttiated outside of business hours via Web or voice
mail will be returned the next business day.

Welcome to the Commons

@ system 1

All systems available

If you accessed this page from a bookmark and have problems logging in, please refresh your
bookmark to use https-//commaons_era nih.gov/commons/ and try again.

Scheduled Commons Maintenance: For maintenance information, see the eRA Scheduled Maintenance Calendar.

Support Related Resources

Electronic Submission: Learn about the most frequent application errors at Avoiding Common Erors.

Online Resources: Take advantage of our online Self Help Resources

Electronic Application Submission: To learn about completing and submitting an electronic grant application
and access helpful , visit the Applving Electronically website

eRA Home Page: To find Commons EAQs, User Guides, training materials, and step-by-step instructions for
performing tasks in Commons, visit the eRA website.

Commons Related Resources

Reference Letters: To submit a reference letter when requested by an applicant, please follow this link: Submit
Reference Letter

Demo Facility: Demao Facility allows you to try most of the capabhilities of the NIH eRA Commons in a sample
environment

Warning Notice

This is a U.S. Government computer system, which may be accessed and used only for authorized Government
business by authorized personnel. Unauthorized access or use of this computer system may subject violators to
criminal, civil, and/or administrative action

All information on this computer system may be intercepted, recorded, read, copied, and disclosed by and to
authorized personnel for official purposes, including criminal investigations. Such information includes sensitive data
encrypted to comply with confidentiality and privacy requirements. Access or use of this computer system by any
person, whether authorized or unauthorized, constitutes consent to these terms. There is no right of privacy in this
system.

Register Grantee Organization

About the Commons

e Frequently Asked Questions
e LatestRelease Motes

Additional Links

Commons Login Tutorial
RePORT

.
.

* Grants.gov
* iEdison
.
.
.

Mational Institutes of Health
Public Access Policy Page
Loan Repayment Program

Accessing xTrain
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2. Once logged in, on the navigation bar at the top of the screen, click the xTrain tab.

tment of Health & Human Servic

A

(&

( Electronic Research Administration ))
Sponsored by National Institutes of Health

II™ Admin Institution Profile Status eSNAP Internet Assisted Re'vieweRAPamiers

Welcome to the Commons

£ www.hhs.gov

Welcome:

ID: BURD

Intitution: Not Affiliated
Reles: SRA NCAA UPSPR
Logout | Contact Us | Help

Welcome

ID: BURD
Institution: Mot Affiliated
Roles: SRA NCAA UPSPR

eRA Commons Help Desk

Hours: Mon-Fri, 7AM-8PM
EDT/EST

* Web:

hitp ifitservicedesknih.goveRA!
Toll-free: 866-504-9552
Phone: 301-402-7469

« TTY:301-451-5939

Contact intiated outside of business hours
via Web or voice mail will be returned the
next business day.

Alerts:

— @ s

ystem Information Message

eRA Commons Maintenance Downtime:
o Reqularly scheduled maintenance: This upcoming weekend, the system will be
unavailable from 10 p.m. Saturday, January 7 until 5 a.m. Sunday, January
8

o Critical security and performance patching to eRA systems: The system will be
unavailable from 10 p.m. Saturday, January 14 until 5 a.m. Sunday,
January 15

If you are having difficulties logging in and you have previously been successful,
please close all browsers and clear browser cache and retry.

Commeons allows you to perform the following activities below based on the privileges associated with this

profile:

Administration - Allows you to assign a delegate to perform system and accounts maintenance more

Institution Profile - Enables you to view and update insfitution information more...

Personal Profile - Allows you to update your personal information more...

Status - Allows you to check the status of grants and applications that have been submitted more_ .
eSHAP - Allows you to review the information needed to complete a grant application more...

xTrain - Enables you in a Trainee or SO role to confirm the information that you have submitted for a

Trainee role type more...

Internet Assisted Review (IAR) - Allows reviewer to submit critiques and preliminary scores for

applications they are reviewing more

Register Grantee Organization

About the Commons

e Frequently Asked Questions
e LatestRelease Motes

Additional Links

e RePORT

* Grants.gov

« iEdison

& National Institutes of Health
.

.

.

Public Access Policy Page
Loan Repayment Pragram
LikeThis BETA NEW

When a user accesses xTrain, the system displays the appropriate screen based on the user’s role.
The table below lists external user roles and the default screen displayed at xTrain access for the

user role.

PD/PI

My Grants

delegation

ASST with xTrain

My Grants

Trainee

Appointments and Terminations

SO or BO

List of Grants Search

Table 2: Initial xTrain Access
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xTrain will only populate lists with grants associated with the eRA Commons account with which
the user is logged in. If you have had multiple eRA Commons accounts, you may need to merge
the historical information associated with your accounts.

3.1 Accessing xTrain with Multiple Pl Affiliations

Principal Investigators (PIs) affiliated with more than one institution can select which institution to
work with after logging into commons.

1. Log into Commons.

If affiliated with multiple institutions, the name of the default institution displays as a link within the
Welcome section located in the upper right corner of each Commons page.

2. Click on the link displaying the name of the institution.

Welcome: THOMAS JEFFERSON
@ cF.th I0; JEFFERSOM.T

Institution: MOUNT YERMON COLLEGE
SNE e =5

. P IAKE
Logout | Contact Us | Help

2. The Change Affiliation screen opens. This screen lists the names of all institutions with
which you are affiliated.

3. Select the radio button of the institution.

4. Click the Submit button.

Eilgciromic BResearch Adminigiraiion Wakoams THOWAS JEFFERSON

(@ C ommons ) @@ Ei.

Epomsared by Narional Fmarivuves of Nealrh 4 K- "
oaou | Contsc Lis | Hln

TR Admin lesStution Profile  Personal Profile Status eSHAP Intermet Assisted Review xTraim oRA Panners
Change Affiliation

MOUNT VERNON COLLEGE )

UNIVERSITY OF VIRCHHLA (5 e

5. The Commons home page displays with the Institution fields updated to the selected
affiliated institution.
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it Irlﬁl-ni- JEFFERCH

RAne
rnr.:rl_l‘l’“"l OF YRGEaA

(@S Commons ) @@

Apaasared by Nariasal faaiifaies of Neaiih

e | Canlact s | Heg

TN Admin insansson Profle  Personal Profile Stalus #SMAP  inberml Assisted Review xTrain FPRFSR Links ofok Panmers.

— ik ai e Register Grantes ization
Thomas Jeflerson AN SRS Ay M-l:bac :w-; bma
0 BEONT N
I btusre LR RGITY OF vildeas, -
Ve A Commumeonm el you by peerform the ollkowing ac treves Daslorar B on the prislisges ansociatesd wath fhin - F.I.. gl gk .'- I
@A Commonns Help Desi Pocila: » Lates| Felwane Hobes

The grant information displayed in the various Commons modules will be for the selected
institution only. Repeat the steps above to switch to another institution.

NOTE: Changing the institution can be done from any screen in Commons. The Welcome
area in the upper right displays the Institution name as a link on all screens, not just on the
Commons home page.

3.2 Accessing xTrain — PD/PI

PD/PI users are brought to the My Grants screen when the xTrain tab is selected. This screen
displays all training grants for which the user is listed as being the PD/PL

Wome Admen  Institution Profile  Personal Profile  Status  Prior | RPPR_Internet Assisted Review XTRACT  Admin Sul ¢RA Pariners

My Grants @
Tips and Notes:

* Whan ARRA Fuaasd checkbox is selected, search results will contain Grants and Supplements funded by American Reimvestment and Recovery Act ONLY.
F gt in xTrain
» Stipen I ink: Fizcal ¥,
+ xTrain FAQs
@ Intermal Users
o Extemal Users

QME no, 0925-0002
Expiration Date: 107312018

2items found, aspmng all Hems.

-.:.!:-
R25 GM 599559 2002-09-01 2018-02-28 BOND, JAMES Resource in Education in Microbiology and Immunalogy

ﬂ?ﬂ.{lﬁ.ﬂiﬂ.ﬂi‘ﬂﬂ{
3241999338  1986-09-30 2018-08-30 BOND, JAMES Predocioral Training Program in Immunology View P I,: in Diacion

Clicking on any Grant Number takes the user to the Grant Summary screen.

Estimated Number (#) of Trainees refers to the number of slots available for the specified
training period. The Number (#) of Accepted Appointments refers to the number of paper or
electronic appointments already accepted by the Agency for the specified training period.
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Mo Aderin _Inabbalion Piolile Peisonal Prolie  Slatus eSHAD  Inlimel Adsdled Rivdew Lishd oLk Pailoeis

Grant Summary

\Tips and Hotns:

w Tha Program Dwector Column sharys shows the Comact F1 for multHP) grants
Project: TI2 CA DO  inchades ARRA grants

Titlee #Tesin Do Trsining Grast
Project StartEnd Dales: 04012003 - 08312014

t-gain 10
| Seonlerm [ 00 Prefecs 0 | 20 PostDocs |
Grant Humber & | ARRA Funded 5 Buckget End Date 5 Program Direcios 4 [~ X FACCIghed | T waccopiea | __ ~
ESLB Trainees cirtmonty | 38 Traisus| s |[ESLF Traintes
OR00E 02905

A0 141 2004 Monary, Chee D & o 1 i ] &

ST ICADIIaE-DE [T DASAZYI0 2009 Woney, Ghar D 1] ] 1 f 3 3
f ITIICADIIIS-DES] Yo 09000 0aS A1 2009 Mznary, Chie D ] 0 1 1 0 ]
STIPCADIIIS-02 09005 DRTATN0E 2005 Manary, Chie D 1] ] 1 o 3 1]
09006 DRZAENT 2008 Woney, Char D o ] 1 0 3 2

093007 0BCAZN0E 2007 Moy, Char D o ] 1 o 3 2

09015008 08 AZ008 2008 Wongy, ¢har D o ] 1 0 3 3

09010 0aC AR 2010 Woney, Char D L] ] 1 o 3 L]

Clicking on a Grant Number hyperlink retrieves the Commons PI View screen, which provides
grant information for that project. PDF versions of Appointments and Termination Notices can be
retrieved when the hyperlink is selected.

deener il L o o mateon
ASEEC USSR a6
P Bt M HHE UsERSITY
Bashueul Mai AREDRCAL STHOOL
Sioheel Categiary: SCHOOLS OF WECSCENE
(Dt in i FIONE
DTl M P FAMILY MECRCINE
P R Melgniy, Char D
Appianon i ETADCALIIFIL-04
Pr ool Tether 1 Trum Demo Trasrang Grant
Progeodal Receipl Dase: STREPNT
Lkt Seabus Ligatati Duts: Sar 10T
(Buigat Seart Dt ORN00T
Byt Erel Dt ]
P o oot Duse st STRAPNT
Curmeni Awvand Hobos Dalec SPEPHT
Appi B LA 8 Pagar
Progect Period Basgin Date: S B 004
Progect Pericd Ened Dates [= L T ]
Pl S0e SLSIA
O
i Apyp. iDx V23567
nubdute o Corvdesr A nsprmaend
EMectve FXEE, Fo )
Date SLatus M naoge Irsttude or Canter Date
QANTEMT  Awand prepared rele QUEsBons B0 Crants Lanaoemant Spaeoaiel MATONAL CAMCER INSTITUTE (Primary) AT
008 Paredifey BATRREAE M feaEw Fobler By odions b Progrem Ofosl of Gianls ELURSCE KENNEDY SHRIVER NATIONAL INSTITUTE OF CHILID HEALTH & HUBLKN 08093007
B BT S DEVELOPUENT

Clicking the View Trainee Roster hyperlink on the My Grants screen will take you to the Trainee
Roster screen. Clicking the View Pending Submissions hyperlink on the My Grants screen will
allow PD/PI users to submit more than one appointment at a time instead of individually.
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H Admin Institution Profile  Personal Profile  Status ASSIST  Prior Approval RPPR Internet Assisted Review

My Awards @

Tips and Notes:

« When ARRA Funded checkbox is selected, search results will contain Grants and Supplements funded by American Reinvestmeant
and Recovery Act ONLY.
= List of Activity Codes currently supported in xTrain

« Stipend Level Links by Fiscal Year
« xTrain FAQs

OME no. 0925-0002
Expiration Date: 10/31/2018
One item found.

Award 4. Project Start | 4. ProjectEnd | 4 Program | & Action
Number | v Date ¥  Director b

i " View Trainee Roster
LZAS 50160501 20210430 NAMATH, JOE oo ol H0E iz G e
— Study Submissions

| Home Admin Institution Profile Personal Profile Status eSNAP Internet Assisted Review Iiiillii Links eRA Partners Help ~

Trainee Roster
MNotes and Tips:

« [f an institutional research training appointment or fellowship is ending earlier than initially planned. the PD/PI should initiate a Termination with the new end date. which will automatically
amend the period of appointment for a trainee or trigger the process for Agency staff to revise the period of the fellowship award.

« For appointments to institutional career development (K12, KL2, KM1) and research education (R25, R90) awards that are ending early, the PD/PI should only use the Termination Notice if
specifically instructed to do so by the awarding IC. If a Termination Notice is not required, the new appointment end date should be documented by an amendment to the appointment.

Project: T32 CA 098936  Includes ARRA grants
Project Title: xTRAIMN DEMO TRAINING GRANT
Project Start/End Dates: 04/01/2003 - 08/31/2014

Latest and Previous Awarded Support Years |

Latest Awarded Support Year
warded Support Ye:

Appomtment e . ot EHs
Apu-omlment Termination Date Degree | Appointment | Appointment | Termination | Termination | . ool View Action
Type Start Date| End Date Date Past? Level Source

5T32CA099936-07 (Budget Period: 09/01/2010 - 08/31/2011 ) Create New Appointment

POST- In-Progress ’ 2271 View 2271
Flake, Snow  New 2010/11/01/201010/31/2011 No e | B5e Electronic e e T b e
Tide, High New 2010 12/01/2010 11/30/2011 No EEE; In-Frogress Pl Electronic 2271Monay, CherD View 2271 ‘27;;‘1“55

3T32CA099936-0651 (Budget Period: 09/30/2009 - 08/31/2011 )  ARRA Funded Create [New Appointment

PRE- 5 In Progress - 2271 AGENCY View 2271 -2271 Form
Gator, Ella New 2009 09/30/2009 09/29/2010 09/29/2010  Yes noc Accepted Electronic BO Electronic TN -Bow, Rain View TN | Term Notice

POST- 1n-Prog 21 e
Fiske, Snow  Mew 201011012010 10312011 Mo e T o Eecronk R MewcBmance ! 2271 Forn
Ticw, High Poew 1012012010 1302011 Mo PR InProgras F1 Elecronic 22T1Money CherD waw 2271 - CIRGESE

ITIPCACGLD6-0651 (Budpat Pancd DABR000 - 04912011 ) ARRA Funded Creahs Hew S0000imen

FRE. ) InProgress 2271; MGEMCY AW 227
A,
Gator, BBy Fotw 0AOAINZ0090MTAT0I0AZIZON e o0 Copphed Ewctonic Eltronic o —
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The different possible choices for some of the columns on the Trainee Roster page are listed
below:

(1) Appointment Type:

o New — The appointment is the first for the trainee on this grant (will also indicate “New” if

the original appointment was submitted on paper)
e Re-appointment--The trainee has had a previous appointment on this grant.

o Amendment--The original appointment has changed, and this is the newest version.

(2) Appointment Status: Clicking on the hyperlink will display the appointment routing history.

e Pending Agency Review --The appointment has been submitted to the agency. On Hold by
Agency-- The appointment has been submitted and the agency reviewer has put it on hold.

e On Hold by Agency - The appointment has been submitted and the agency reviewer has put
it on hold.

e On Hold by Agency — Awaiting Paper Signature--The appointment has been submitted and
the agency reviewer has put it on hold while waiting for the Payback Agreement and/or the

documentation for a permanent resident.
e In Progress PI-- The PD/PI or the assistant is working on the appointment.
o In Progress Trainee — The trainee is working on the appointment.
o Accepted —The agency reviewer has accepted the appointment.

o Terminated—The appointment or fellowship has been terminated.

(3) Appointment/Termination Source:

e Paper — The appointment or termination notice was submitted on paper.

e FElectronic—The appointment or termination notice was submitted electronically through

xTrain.

(4) Termination Status:

e In Progress BO--The Business Official is working on the termination notice.

e In Progress PI-- The PD/PI (includes fellows) or an assistant is working on the termination
notice.

o In Progress Trainee--The Trainee is working on the termination notice.

e Pending Agency Review-- The termination notice has been submitted to the Agency

e On Hold by Agency- The Agency has reviewed the termination notice, but has not yet

accepted it.
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e On Hold by Agency — Awaiting Award Revision —An early termination notice has been
submitted for a fellowship and it has been placed on hold until the award can be revised

o Accepted—The Agency has accepted the termination notice.

(5) Current Reviewer—Indicates the individual who performed the action
(6) View:

o View 2271-- Displays the PDF version of the 2271.
o View TN—Displays the PDF version of the termination notice.

o View Payback—Displays the PDF version of the termination notice.
(7) Action:

o Process 2271—Allows the user to take various actions to process the 2271.

e 2271 Form—Allows users to view PDF or validate (view errors and warnings.)

o Amend 2271—Allows users to start the amend process.

« Initiate TN—Allows users to start the termination process.

o Process TN-- Allows the user to take various actions to process the termination notice.

o Reappoint 2271 (This only appears when there is an awarded future year for the grant to
which the Trainee has not already been appointed.—Allows users to reappoint a trainee to
the same grant.

3.3 Accessing xTrain — ASST

PD/PI delegates (ASSTs) are brought to the My Grants screen when the xTrain tab is selected.
This will bring up the My Grants — Select Delegator screen.

Elecironmic Rexeaorch Administrarion 5 ‘Welcome radaroreilby
- r, Insthstion: EXT AT DEMOQ CORF
(( eR A Commons ) sttt X U
= Wemien 31512

Kponrored bp Nariena! fmirfrucer af Naailrh

Homwe  Achimin  Imstution Profile Persosal Profile Ststas  eSHAP ﬁ“ Links =R& Partier s Help

My Grants

teeloct Delegatar:

Mores, Char O =

If multiple PD/PIs have delegated xTrain authority to the same ASST, the ASST must select a
specific PD/PI from the drop-down list and then click Select Profile.
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Home Admin Institution Profile Personal Profile eSNAP Links eRA Partners Help

My Grants n
ips and Notes:
» List of Activity Codes currently supported in xTrain

» Stipend Level Links by Fiscal Year
» The Program Director Column always shows the Contact Pl for multi-P1 grants.

Select Delegator:

Detegetor i

—— -
1-10f1 10

B I S il W=

732 WH S S— R TRAINING PROGRAN IN NEUROBIOLOGY e Trainee Roslor

001234 Submissions

3.4 Accessing xTrain — Trainee

Trainees are brought to the My Appointments and Terminations screen, which will display the
Trainee’s Appointments and Terminations and allow the trainee to process them, if necessary.

Welcome THANEVETE

Electronic Research Adminisiration
> Institution:/=:T UAT DEMO CORP
(( eRA Commons ) e o
Vession 2.25.01

Sponsored by National Institutes of Health

Home Admin Personal Profile xTrain Links eRA Partners Help

My Appointments and Terminations

Trainee Appointments and Terminations
Tips and Notes:

+ The Program Director Column always shows the Contact Pl for multi-P| grants.

K1-10f1 13
& Appoi & Appoi & Appoi <& Termination & Program .. s Degree . Appointment .. Termination . Current -
(T T T ARRAw ciartDate ™ EndDate ' Date ¥ pirector ¥ NSO i ® status = Status * Reviewer [C5 | BIET
5T32GM 001234 MONEY,  EXTAT In-Progress 22 View Process
New 2011-04-01  2012-03-31 CHER DEMOCORP  PREDOC .o 'I:f;:lhd'e‘ Ima 5271 2271

3.5 Accessing xTrain — PD/Pl and TRAINEE Roles

In some circumstances, an individual may have both the Trainee and PD/PI roles. If the trainee has
applied for a fellowship or another award from the Agency in the past, he or she will see the menu
tab: My Appointments and Terminations in addition to the My Grants menu tab. Upon logging
in the default menu tab is My Grants under the xTrain menu tab.

Home Admin Institution Profile Personal Profile  Status eSHAP kTrain Admin Supp eRA Partners

My Appointments and Terminations My Grants

3.5.1 View Trainee Roster as PD/PI

On the My Grants screen, click the View Trainee Roster hyperlink to view the Trainee Roster
screen.
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H Admin Institution Profile  Personal Profile  Status ASSIST  Prior Approval RPPR Internet Assisted Review

My Awards @

Tips and Notes:

* When ARRA Funded checkbox is selected, search results will contain Grants and Supplements funded by American Reinvestment
and Recovery Act ONLY.
= List of Activity Codes currently supported in xTrain

« Stipend Level Links by Fiscal Year
« xTrain FAQs

OME no. 0925-0002
Expiration Date: 10/31/2018

One item found.

Award | .. Project Start | 4 ProjectEnd | 4+  Program |a
I e ol -l C

132 AG UsC-Football and Aging
—— Study Submissions

View Trainee Roster

2016-05-01 2021-04-30 NAMATH, JOE

The system displays the Trainee Roster screen. Refer to the section/topic titled Accessing xTrain —
PD/PI for more information on the Trainee Roster screen.

3.5.2 View My Appointments and Terminations as Trainee

To view any appointments and/or terminations, click on the My Appointments and Terminations
tab under the xTrain tab.

OME Admin nstitution Profile  Personal Profile  Status  Prior Approval RPPR B4l XxTRACT  Admin Supp eRA Partners

My Appointments and Terminations' My Grants

My Grants @

Tips and Notes:

When ARRA Funded checkbox is selected, search results will contain Grants and Supplements funded by American Reinvestment and Recovery Act OMLY.

List of Activity Codes currently supported in xTrain

Stipend Level Links by Fiscal Year
*Train FAQs:

o Internal Users
o External Users

The system displays the Trainee Appointments and Terminations screen.
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ﬂ U.5. Department of Health & Human Services E3 www.hhs.gov

e Electronic Research Administration
(( eR A Commons )

Sponsared by National Institures of Health

Welcome: Alexander Graham Bell

ID: ALEX

Institution: UNWWERSITY OF CHICAGO
Roles: Pl TRAINEE

Logout | Contact Us | Help

{0}
@

Home Admin Institution Profile Personal Profile Status eSNAP xTrain Admin Supp eRA Partners
My Appointments and Terminations My Grants

Trainee Appointments and Terminations

Tips and Notes:

« The Program Director Column always shows the Contact Pl for multi-P1 grants_

K1-20i2 13
4 Appoi 3 d . i < Termination & Program & . . oo Degree 4 Appointment . Termination & Current c
GrantHumber, Type ARRA StartDate ™ End Date * Date = Director ¥ "SHUONS ol = Status ¥ status = Reviewer Vo Action
View
2271
5T32DK398099- REFETOFF,  UNIVERSITY OF . TH: ==
2010-07-01 2011-06-30 2011-06-30 SAMUEL CHICAGO POST-DOC Terminated Accepted AGENCY x:z'.xTN
Payback
View
2271
5T32DKA33595- REFETOFF,  UNIVERSITY OF TH:
a5 2009-07-01 2010-06-30 2011-06-30 SAMUEL CHICAGO POST-DOC Terminated Accepted AGENCY mszN
Payback

To return to the Trainee Roster screen, click on the My Grants tab under the xTrain tab. Then
click on the View Trainee Roster hyperlink.

3.6 Accessing xTrain — Admin (SO, BO)

After accessing xTrain, Admin users (BO, SO) are brought to the List of Grants screen.

Electronic Research Administration - ‘Welcome: Dusty Rhoades
OER ID: RHOADESD
( R A Commons ) ( it e bt

Roles: SO FCOI
Sponsored by Narional Institures of Health Logout | Contact Us | Hel

U.S. Department of Health & Human Services £ www.hhs.gov

Home Admin Institution Profile  Personal Profile  Status RPPR ULl FCOl  Admin Supp eRA Partners
Search for Grants  Search For WIP Appointments and Terminations

List of Grants @

When ARRA Funded checkbox is selected, search results will contain Grants and Supplements funded by American Reinvestment and Recovery Act ONLY.

ARRA Funded Only

@

Activity Code Ic Serial Number PD Last Name Project Start Date  Project End Date

3.7 Exiting xTrain
To exit xTrain:

Click the Logoff link located in the upper right corner of the screen.

Spassared by Watiemad fasvivares af Meafrh

Horme A inStution Profile Personal Profle Llahn e RAP infermet Aatiniod Review n I.-nmw:

My Grants

Elecivanic Resaarch Admininivaiien elcome CHE RUAMOME 7
™ - - WA RS RERTITY
(( eRA Commons )) Aty P
wamsps I 2 31
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4 Account Setup
4.1 Account Setup — PD/PI

eRA Commons users with the SO role or AA role can create accounts with Trainee, BO, PD/PI or
ASST roles or they can add these roles to existing accounts. Trainees without eRA accounts will
be invited to register as part of the xTrain appointment process.

To initiate an eRA Commons account for a Trainee as part of the xTrain process, complete the
following steps.

H Admin Institution Profile  Personal Profile  Status ASSIST Prior Approval RPPR  Internet Assisted Review

My Awards &

Tips and Notes:

= When ARRA Funded checkbox is selected, search results will contain Grants and Supplements funded by American Reinvestmeant
and Recovery Act ONLY.

» List of Activity Codes currently supported in xTrain

» Stipend Level Links by Fiscal Year

« xTrain FAQs

OME no. 0925-0002
Expiration Date: 10/31/2018

One item found.
Award 4 Project Start | 4 ProjectEnd | 4  Program s -
g - Vew Tralnee Roster
Egg.}f 2016-05-01 2021-04-30 NAMATH, JoE  USC-Football and Aging e

Study

Submlssmns

1. Click the View Trainee Roster hyperlink on the My Grants screen.

Home Admin Institution Profile Personal Profile Status eSNAP Internet Assisted Review ﬁm Admin Supp eRA Partners |

Trainee Roster
Notes and Tips:

» If an institutional research training appointment or fellowship is ending earlier than initially planned, the PD/PI should initiate a Termination with the new end date, which will automatically amend the
period of appointment for a trainee or trigger the process for Agency staff to revise the period of the fellowship award

+ For appointments to institutional career development (K12, KL2, KM1) and research education (R25. R0, RL5, RL9) awards that are ending early, the PD/PI should only use the Termination Notice if
specifically instructed to do so by the awarding IC. If a Termination Notice is not required. the new appointment end date should be documented by an amendment to the appointment.

Project: T32 ES 999993
Project Title: MOLECULAR & ENVIRONMENTAL TOXICOLOGY PRE-& POSTDOCTORAL TRAINING PROGRAM
Project Start/End Dates: 07/01/1975 - 06/30/2013

[ Latest and Previous Awarded Support Years | [Go]

@1 160f16 10

Application A ntment
Dl‘.l ~¥__| Appointment opot Termination | End Date| Degree | Appointment | Appointment | Termination | Termination | Current View Action
TraineelFellow Type Start Date M Date Past? | Level Status Source Status Source Reviewer
Name

5T32ES 99999335 (Budget Period: 07/01/2012 - 06/30/2013{ Create Mew Appoiniment

2271 View 2271
= g Agency
Mast, Full Reappointment 201207,0”2012 UEEDRIS No HESTF PE”.m" Agen Electronic AGENCY View Payback
DocC Review
2271 View 2271
i - Eending Agency
@l (R Reappointment 201207"’5/2012 L No FD%?:T 2::&“: s Electronic AGENCY View Payback
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2. On the Trainee Roster screen, the PD/PI or the Delegate will click Create New
Appointment hyperlink under the desired budget period they want to add Trainee.

3. Click the Identify Trainee hyperlink from the Trainee Roster screen.

Home  Adinin Instiuion Profile. Personal Profile Status  eSHAP ﬁ"i I Links eRAPartners g

Enter Trainee Commons User ID

m arder o proceed with this operation, you must enter the Commans User D for the Traines assoclated with the grant

* Trainee User I0:

I: Jenlif Trainge

Continue ] Cancel]

4. Provide search criteria then click Search button.

Home Admin Institution Profile Personal Profile  Status eSHAP Internet Assisted Review ﬁﬂ Links eRA Partners Help

Identify Trainee

Grant: 5 T32 AG 260-10
Project Title: Drug Discavery Training in Age-Related Disarders

Budget StartEnd Dates: 06/01/1998-04730/2008

Enter search parameters to locate existing Profiles with Training or Fellowship involvement with MIH. If the desired Trainee is found, select "Create MNew
Appointment” link to proceed to 2271 form. Ifyou do not find the desired Trainee in the search result, use the button "Create New Profile” at the bottorm of

the screen prior to proceeding to 2271 form.

* Last Name First Hame Middle Hame Commons User ID

[ Create Mew Trainee Profile ]

Search ” Clear ]

NOTE: Wild-card character (%) is allowed after the first three letters of the Last Name.

5. Ifno records are found, you can refine the search and try again. OR...
6. Ifunable to find a match, select Create New Trainee Profile button.
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Home Admin Institution Profile Personal Profile Status eSHAP Internet Assisted Review ﬁﬁ Links eRA Partners Help

Identify Trainee

Grant: 5 T32 AG 260-10
Project Title: Crug Discovery Training in Age-Related Disorders
Budget Start/End Dates: 06/01/1393-04/30/2008

Enter search parameters to locate existing Profiles with Training or Fellowship involvement with MIH. Ifthe desired Trainee is found, select"Create New
Appainttment” link to proceed to 2271 farm. Ifyou do not find the desired Trainee in the search result, use the hutton "Create Mew Profile” at the bottarm of

the screen prior to procesding ta 2271 farm.

* Last Name First Hame Middle Hame Commons User ID
| I | I |[_gearch J [ crear |

|[ Create Mew Trainee Profile ]l

7. Provide required info then click Continue button.

Home Admin Institiution Profile Personal Profile Status eSHAP  Internet Assisted Review ﬁﬂ Links eRA Parthers Help

Create New Trainee Profile

Coamplete required infarmation and select "Cantinue” button to proceed ta 2271 farm.

- Redquired
* Last Name * First Name Middle Name * Email Address

[ Continue ]l[ Cancel ]

The Statement of Appointment screen will appear.
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Project Numbar: R25 GM 999999
Grant/Supplement: R25GM 99929316
Appointment Status: Accepted View Routing Histon
Project Tibe: Research Initiative for Saentific Enhancément Option 3
Institution: CALIFORNIA STATE UNIVERSITY, LOS ANGELES

PD Name: West, Mag
Budget Period: 07/012015 - 06302016

Findicates required field

I Trainee Personal Information |

[For every research training appointment or re-appointment, frainees should resiew and update their personal information by using the Personal Profile link at the top of this page. Except for the e-mail address,
personal information may only be entered or modified by the trainee.

Last Name, First Hame, ME West, Mae
SSN: 00000

Address Ling 1:100 Movie Street
Address Line 2:

City, State, ZIP: Temple City, CA, 91780
Country: UMITED STATES

Email: | ¢RATest@mail. nih.gov

Phone: 9999999999
Fax:

Degree(s) Eamedin Progress Completion Date MajorMinor Degree Completed?
BS 062013 Molecular, Cell and Developmental Biology! Y

MS 062016 Biochamistryl N

PHS 22711 Form Approved OME No. 0925-0002

Mame of Specialty Boards (il applicable)

Undergraduate Student A

15 the: Traines in a dual-degres program (e.g. M.DJPhD.)T

Here are the Business Rules for bottom portion of the Statement of Appointment Form.

4.

Period cannot exceed 12 months and the start date must fall within the budget period.

The Stipend level must be entered for everyone except for scholars and participants. Must be
appropriate to trainee degree and experience.

Users enter salaries/other compensation for a whole or partial year for scholars or
participants.

Must recalculate date if calendar boxes are used.

For information on the Grant's Policy Statement, please refer to Section 11.3.7, Initiation of
Support, at this web site. http://grants.nih.gov/grants/policy/nihgps 2013/nihgps chl1.htm#
Toc271265126
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Is the Trainee in a dual-degree program (e.g. M.D./Ph.D.)?
®no Oves

Ifthe trainee has previously received support from Kirschstein-NRSA training grant or fellowship, it will be listed in the table below. If the list of prior support is incomplete or incorrect, please go to the Admin tab,
Accounts tab, and then click on the Werify NIH Support submenu and follow the instructions for verifying MIH support.

Grant # ARRA Pl Et peky Level Statu
[ Start Date Date Amt D B

Field of Research Training or Career Development (for this appointment)
Choose a specific subfield (e.g., biological chemistry) unless the broader category (e.g., biochemistry) fits best
| —IMMUNOLOGY (2200) v‘

Period of Appointment

* From (MM/DDAYYY) o120 |EE
*To (MWDDYYYY) 06012016 |EE

|5 |mumhs |1 ‘ days ‘ Recalculate | bigase "Re-calculate” if calendar boxes were used to select dates
Support for Period of Appointment
Type Total for this Grant (Omit cenis)

* stipend Level or Salary PARTICIPANT W

- Stipend/Salary/Other Compensation

Total

| Cancel || Reset H Save & Route to Trainee H Delete H View PDF H Save & Submit to Agency

7. Enter in all the required fields. Then click the appropriate Save button.
8. The Invite Trainee to Register screen has 2 option buttons:

a. Invite Trainee Now
b. Invite Trainee Later

Home Admin Institution Profile  Personal Profile Status eSHAP Internet Assisted Review ﬁﬂ Links eRA Pariners Help
Invite Trainee to Register
Please selectthe "lnvite Trainee Now" button. An email invitation to register for a Cornmons User 1D will be sent to the Trainee and you will returm to the 2271 form

ITyou decide to "Invite Trainee Later”, the "Invite Trainee" button will appear atthe bottom ofthe 2271 farrn for future use

Mote: The 2271 form cannot be routed to the Trainee until you receive an email with the Trainee's User ID or the “Trainee Registered™ event appears in the 2271 Routing History.

I[ Invite Trainee Mo ] I Irvite Trainee Later ]l

If the Invite Trainee Now button is selected, the system sends an email to the Trainee. Within the
email will be a hyperlink to begin Creating a New Account.

If the Invite Trainee Later button is selected, you will return to the 2271 form. The Re-invite
Trainee button will appear at the bottom of the 2271 form for future use.
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®@hed OYes
e Faines has poesidusly neosied Suppar nom Kins dhalein-fREA Faining grant o lelowsRip, # will B li5883 in T Eblé balow. I e 152 of prior Suppod i incompléle o Rcomed, pledss 3910 B
Aaenin RIS, ALZounLEs LB S0d T ShIk on | Vedly MIH Suppoit Subifsieu 30 Rallbw T insnaciond fof vinilying NIH supasn

Apposntmael  Appointment End  Sepsnd Salary
Grand @ ARRA L] Siart Dsts Dade Ami Dogrea Livel Sratus

Fiaskel il Foemspnred Training of Career Develapmant (for this spgoaniment)
Choose a specilc subllald (e . biological chamisin] undess the broader calegorny (e g, blodhemisin ) ils bast

== Eanpa ooaasing and Famantaton (1520) -
Prericad o Appointressnl

® From (MDD proeen |

* To (NMADONYYY) [T T

12 meoriis days Fe-calculae Pleass "Re-caloulale” I calendar bomes wre uied b selédt dales
Suppon Tor Period of Apposntment

Typa Tl bof Bhi Grant [Qumit cants)
" Sapand Level of Salan PAE - 21,180 PRE-DOC 1+

* eypendSalarties Compersaiion 21180

" TuibonTees (esimaied) 0

* Trat 1000

Tidsl 2280

St | [ Cameal ] Fos-ienite Traines 1o Regrster | ViewPDF || Save & Submit ko Agency

Processing of the 2271 form cannot be continued until the Trainee has registered. This event
appears in the 2271 Routing History.

4.2 Account Setup — Trainee

The Program Director/Principal Investigator (PD/PI) initiates the Trainee’s training appointment
within the xTrain system and routes the Appointment Form (2271) to the Trainee. The Trainee
uses xTrain to complete the form and route it back to the PD/PI with his or her electronic signature.
A similar process is used again at the end of a Trainee’s Appointment with a Termination Notice.

NOTE: Trainee must be a U.S. citizen or permanent resident at the time of the appointment.

4.2.1 Setting Up eRA Commons Account

If you already have an account, the Trainee role will be added, and you will be asked to update
your Personal Profile.

If you do not have an eRA Commons account, the xTrain system will automatically send you an e-
mail with a hyperlink and instructions for registering in Commons as part of the Appointment or
Termination process.

Account Setup 36 May 2020



xTrain External/Institutional User Guide

To: <Trainee Email>
Subject: eRA Commons — xTrain: Create an Account
Dear Trainee:

This is a svstem-generated invitation to the eF.A Commons xTrain website in connection with
vour participation as a Trainee for Program Director [PI name] on a Grant [Grant #].

To participate in the Appointment and/or Termination forms submission, vou will need to log on
tothe eF.A Commons website with a user name and password.

Please wvisit this web site to create vour account as soon as possible. Open vour Web browser
and go to the URL <insert customized registration url with encrvpted person_id= {You can
copv and paste this address into the "Location" window of vour browser, and press Enter. If the
UFRL doesn’t work, make sure it is complete and hasn’t been broken over multiple lines. Ifthe
UFL spans more than one line make sure vou are entering all of'it in the location window of
vour browser and that there are no spaces in the address.)

Follow the instructions on the screen to enter information about vourself. You will also be asked
to verify the public information that NIH has on file to ensure vour information is both accurate
and complete.

After submitting vour registration request, vou should receive a notification about vour account
activation within 2-5 business days;it will contain the URL for the eR.A Commons web site. At
that time vou will be able to access xTrain with temporary password which will be sent to vou in
a separate email. Please note that vou cannot use eFA Commons xTrain svstem until vour
account is active.

For more information on setting up trainee accounts, please refer to the Account Management

System (AMS) online help.

After the account creation is completed, an email is sent to the trainee to invite the trainee to
register. After registering an email is sent stating that the account request is being reviewed by
NIH. When the account is approved, another email is sent stating that the account has been created
and the user name. A separate email is sent which contains a temporary password for accessing
Commons. After logging in with the temporary password, you are prompted to change the
password.

4.3 Account Setup — Trainee from the Account Management Tab

An SO or other Commons user with Administrative roles can use the eRA Commons Create
Account screen to create or manage a Trainee account from the Account Management tab using a
similar process as in the xTrain module.
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U.S. Department of Health & Human Services

£ www.hhs.gov:
‘Welcome: Shorts, Jim
OFR)  ID:SHORTSJM
) A Commons ) _ Institution: UNIVERSITY OF CALIFORNIA LOS ANGELES
A program of the National Institutes of Health Roles: 50

Logout | Contact Us | Help

Institution Profile  Personal Profile  Status  RPPR  xTrain  XTRACT Admin Supp eRA Partners
Accounts ations

Account Management - Advanced Search  Change Password

Account Administration

The Account Administration sub-menu allows users to perform accounts maintenance according to their privileges. Sub-menus are visible to those users with appropriate privileges.

For more information on setting up trainee accounts, please refer to the Account Management
System (AMS) online help.
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5 Personal Profile

The Personal Profile module in Commons is the central repository of information for all Commons
registered users. It is designed so that individual eRA system users hold and maintain ownership
over the accuracy of their own profile information. This profile information is then integrated
throughout eRA's systems and used for a variety of agency business such as peer review,
application data, and trainee data.

Personal profile information is used to pre-populate appointment and termination forms in xTrain.
The xTrain system will check to ensure that you have provided all the necessary information prior
to routing your xTrain forms back to the PD/PL.

5.1 Personal Profile Fields Checked by xTrain

o Degree(s) — At least one degree is needed (if the stipend level on the xTrain appointment is
higher than pre-Bachelor's degree) *see below

e Race

o Gender

o DOB — Date of Birth

e ¢RA Email

« Citizenship

5.2 Disadvantaged Background

To provide guidance in answering this question, the Trainee-Specific Information screen provides
a hyperlink to further information on disadvantaged background. As of the date of this publication,
disadvantaged backgrounds are described as follows.

NIH defines individuals from disadvantaged backgrounds as:

1. Individuals who come from a family with an annual income below established low-income
thresholds. These thresholds are based on family size, published by the U.S. Bureau of the
Census; adjusted annually for changes in the Consumer Price Index; and adjusted by the
Secretary for use in all health professions programs. The Secretary periodically publishes
these income levels at http://aspe.hhs.gov/poverty/index.shtml.

2. Individuals who come from an educational environment such as that found in certain rural or
inner-city environments that has demonstrably and directly inhibited the individual from
obtaining the knowledge, skills, and abilities necessary to develop and participate in a
research career. The disadvantaged background category applies only to NIH diversity-
related programs focused on high school and undergraduate candidates.
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Under extraordinary circumstances the PHS may, at its discretion, consider an individual beyond
the undergraduate level to be from a disadvantaged background. Such decisions will be made on a
case-by-case basis, based on appropriate documentation. Trainees beyond the undergraduate level
should consult with their training grant PD/PIs for further instructions.

5.3 *List of Degrees
xTrain will check Degree information as part of the Appointment process as follows:

o« PRE-BACCALAUREATE: does not have a Bachelor’s degree
o PRE-DOC: must have a Bachelor’s Degree or equivalent
e POST-DOC: must have a PhD, MD, or equivalent

NOTE: Trainee should provide information on degrees in progress and their expected completion
date.

Use the Add a Degree button to provide new or additional degree information.
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@ EDUCATION (7] -

You have 3 completed degrees or post-graduate clinical training, and o in progress

Enter all past-high school degrees completed or in progress. It should also include your latest medical residency, i you have one
You may enter degrees in any order

Your degree information is sometimes checked against grant applications or used to populate other forms. Your highest degree
can affect eligibility for awards or appointments

Trainees: This information is crtical. We use it to determine shigibality, and it can affect stipends

Post.Graduate Clinical Training: If you entered at least one completed degree, you can add post-graduate clinical training
information. Commeons includes information on only one clinical training at a time. If you already have clinical training information
listed and you now want 1o tell us aboul a new post-graduate clinical training, use Edit Post-Graduate Clinical Training Information
to change the information

Fellowships: Enter post-doctoral fellowships and assistantships on the Employment page

Eor translation of degree codas click hare

vour degre

/_

=

"Requir
Add Degree
‘Degree Hame [Setect Ona 3 If ywr_degree B nol_ln lh? list, select one
L of the "Other Degree” options.
Other Degres If you do not expect to complete this
"Ctatus Completed in Y degree, leave the date blank.
In Progress, MY
expacted
Length of program in progress | Select 3
*Institution
If the institution is outside the US,
enter the city and country where it is located:
Is this your terminal degree?
Area of Study
Primary Public Health
Secondary
L\nrf'_rl...o,-l n? o lactituti At j
PHD in Eor Booer

For more information on the Personal Profile Module, please refer to the Personal Profile topic in
the Commons online help.
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6 Search for WIP Appointments and Terminations - SO/BO

When the xTrain tab is selected for users with the BO and SO role, the List of Grants screen is the
default screen. There is a Search for WIP Appointments and Terminations tab that when
clicked displays the Search for WIP Appointments and Terminations screen. This screen provides
the user the ability to find appointments, re-appointments, amendments and termination notices that
are Work in Progress (WIPs). That is, the Appointments and Termination Notices are still in the
process of being submitted or, if already submitted, not yet accepted.

1. To access the screen, click the Search for WIP Appointments and Terminations tab.

p
e
Electronic Research Administration ‘Welcome: Dusty Rhoades
OER ID: RHOADESD
eR A Commons 2R
Sp

aaaaaa 4 by National Institutes of Health Roles: 80 FCOI
Logout | Contact Us | Help

U.5, Department of Health & Human Services 2 www.hhs.gov.

Home Admin Institution Profile  Personal Profile  Status RPPR BB FCOl Admin Supp eRA Partners

Search for Grants  Search For WIP Appointments and Terminations

Search For WIP Appointments and Terminations @
Tips and Notes:

® When ARRA Funded checkbox is selected, search results will contain Grants and Supplements funded by American Reinvestment and Recovery Act ONLY.
® List of Activity Codes currently supported in xTrain
e Stipend Level Links by Fiscal Year
® xTrain FAQs:
o Internal Users
o Exemnal Users

ARRA
Trainee Trainee ik o Funded VWIP Record Status
Last Name First Name Type Act Ic Serial Year  Suffix PD Last Name PD First Name Only '@ Appointment Status ) Termination Status

= In Progress Pl -

The Search Criteria include Trainee Last Name, Trainee First Name, Grant # Type, Activity
Code, IC, Serial Number, Year, Suffix, PD Last Name, and PD First Name. If the ARRA
Funded Only check box is selected, the system only displays ARRA funded grants.

NOTE: A red asterisk (*) next to the field name indicates a required field. Of these search fields,
IC (Institute/Center) field is required.

2. Enter the appropriate search criteria.
In addition, the system requires searching by WIP Record Status.
The WIP Appointment statuses are:

o In Progress PI - The PD/PI is the current reviewer of the form.
o In Progress Trainee — The trainee is the current reviewer of the form.

o All WIP Records- The system displays all in progress records if appropriate.

The WIP Termination statuses are:
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In Progress PI - The PD/PI is the current reviewer of the form.
e In Progress Sponsor — The Sponsor is the current reviewer of the form.
e In Progress BO - The BO is the current reviewer of the form.

o All WIP Records- The system displays all in progress records if appropriate.

3. Select the appropriate appointment or termination status.

4. Click the Search button to execute the search or click the Clear button to clear out the
search criteria.

When the Search button is clicked, the system displays the search results. If no records are found,
the system displays the following message: No records returned. Refine the search and try again.

[K1-40i4 10]

rainee 4 (Appointment A  |ARRA 4 [Appointment a (Appointment 4 [Termination 4 [Program N Degree 4 alAppointmenta| Paper Signature  Termination a [Prox; i
UNIVERSITY pl

i, i OF POST- In-Prog 2271
= Sweitzer, Albert In-Progress z
Jiim New 5T32DK308998-39 07/01/2013  08/3012014 g COLORADODOG  ElecronicTi o Payback: Yes Uncheck 2271 View 2271 Form

DENVER —
UNIVERSITY B

Light, Salk,Jonas  OF IiEE =

Boy’ New 5T32DK59985-09 070012013 0673012014 . O LORADO boe . Eleclronicin-Proaress Pl Payback No Check 27 View  2271Form
DENVER —

UNIVERSITY
Cage,
Sue

=

ey
27

£

New 3T320K393398-0851 06/14/2010 08/06/2010 Huguo, ¥ictor

Electronic In-Progress P| US Res: No Check 2271 Form

OF RE-
COLORADO DOC
DENVER

feach UNIVERSITY
each, Snidley, OF PRE-
Sangy  New 3T32DK095999-0851 04742010 06M5/2010 Whiplash COLORADO DOG  Eledronicn-Frogress P

DENVER

I

=
=

ie:
27

2271 Form

I

Results  Search for WIP Appointments and Terminations Screen Displaying Appointment Search
The following hyperlinks are available in the Appointment Status column.

e In Progress Trainee
e In Progress Pl
o Accepted

The following hyperlinks are available in the Termination Status column.

e In Progress Pl

e In Progress Sponsor
e In Progress BO

o Accepted

When any of these hyperlinks are clicked the system displays the appropriate Routing History
screen. For more information, please refer to the Routing History topic.

The following hyperlinks are available in the View column.

e View 2271
o View Payback
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e View TN

When any of these hyperlinks are clicked the system displays the appropriate form in a PDF
format. For more information please refer to the View 2271 and View TN topic or the Payback
Agreement form topic.

The following hyperlinks are available in the Action column.

e 2271 Form

e Term Notice

When the 2271 Form hyperlink or the Term Notice hyperlink is clicked, the system displays the
Statement of Training Appointment form screen or the Termination Notice form screen
respectively. On both screens, there is a Cancel button and a View PDF button.

On Statement of Training Appointment form screen there is also a Validate button that when
clicked, the system displays any validation errors. The validation process does not change any
status. For more information, please refer to the Appointment Errors/Warnings Quick Reference
topic for more information.
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7 Appointments

A trainee may be appointed at any time during the grant budget period for an appointment period
of 9 to 12 months (for T-activity codes that are not T35), without prior approval by the NIH
awarding office.

The time period may be different for scholars appointed to institutional career development awards
and participants appointed to research education awards.

At the time of the initial appointment and any subsequent reappointment, the training PD/PI must
submit a Statement of Appointment to the NIH awarding office. The Statement of Appointment

includes biographical and other information on the trainee and the stipend level for the period of

appointment.

In addition to the Statement of Appointment, a signed Payback Agreement must be submitted for
each postdoctoral trainee who is in his/her first 12 months of Kirschstein-NRSA postdoctoral
support.

For more information concerning the 2271 form, see Appendix A — Statement of Appointment
(Form PHS 2271) in the external xTrain user guide located at http://inside.era.nih.gov/files/x Train

UG v2.26.0.0.pdf.

i) A

- PD/PI identifies Trainee,
/ = INitiates Appointment by *

Ny filling out the 2271 and

L’, \ routes 2271 to Trainee

: @ Trainee fills out the 2271
pmgm}ﬁ birectorf " form and routes it back to ===

Trainee

Principal Investigator PD/PI

PD/PI reviews

completed 2271 *

and routes it to
Agency for final
approval

=

el

11

Agency

B Quick Reference: http://lera.nih.govifiles/xTrain Initiate Appointment.pdf
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7.1 Create New Appointment by PD/PI

To create an appointment:

1. PD/PI logs into eRA Commons and selects the xTrain tab to bring up the My Grants
screen. PD/PI is presented with a list of his/her grants.

2. PD/PI chooses a grant and clicks the View Trainee Roster hyperlink.

Institution Profile  Personal Profile  Status  Prior Approval  RPPR _ Internet Assisted Review [EIETN XTRACT  Admin Supp  eRA Partners

My Grants @
Tips and Notes:

» When ARRA Funded checkbox is selected, search results will contain Grants and Supplements funded by American Reimvestment and Recovery Act ONLY.
» List of Activity grgnt] in xTrain
» Stipend Level Links by Fiscal Year
« xTrain FAQs
@ Internal Users
o Extemal Usars

OME no. 0925-0002

Expiration Diate: 10/31/2018
2 items found, displaying all Rems.

R25GM 999999 2002-09-01 2018-02-28 BOND, JAMES Resource in Education in Microbiology and Immunology
T324159999%  1986-09-30 2018-06-30 BOND, JAMES Predoctoral Training Program in Immunalogy

3. Click Create New Appointment beside the desired grant.

s Appoinimeg e Eopsaisetl Termisation :l':i | — B Euriasl jra .
arem H Ty Eiatd (b Fol Mabe D01 faggy LOV Sl Somca Siun Soucn | [EES BT
nﬂn1mummm|mnnum1mm@
co=ol) g 2006 O7E/I006 QHEVEIT ve B ey © JETH: MOEHCY Yirw 3374
ok s (e ® poe Ao witroni T VWP gond o

Ve J2T] - 2371 Foem

Dty - POST- s 23T MIERCT e TH
Bkarirg Reappaitiment 100G 07071E00C 0GA02I0T 6AAGMT Yex  p.. Temoded Eedronk  docected  Eechioni g G Ger i . Term
Esnback  Halee
FAE: wanerd
Hews, Beaple 2008 NFE 106 QALY 0T Ve HELRDIAT Papar W 3T 2N
[ - Inthate TH

4. Enter the Trainee Commons User ID in the Trainee User ID: box then click the Continue
button. The system associates the Trainee with the grant and displays the Statement of
Appointment screen.
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Links eRA Pariners He

Homee  Admin nstitution Profile Personal Profile Status eSNAP

Enter Trainee Commons User ID

n order o proceed with this operation, yvou must enterthe Commons User D for the Trainee associatad with the grant

* Tralnee User ID:
_KimEiE:ahEr |

( dertify Trained

)

| —

If the PD/PI does not have the Trainee User ID:, click on the Identify Trainee hyperlink to enter
other search parameters to help locate an existing Trainee User ID: or click Create New Trainee

Profile to create a new trainee profile.

Home Admin Institution Profile Personal Profile  Status eSNAP lililil Links eRA Partners Help

Identify Trainee
Grant: 5 T32 MH -3
Project Title: xTrain Demo Training Grant
Budget StartEnd Dates: 07/01/2003-06/30/2008

Enter search parameters to locate existing Profiles with Training or Fellowship involvementwith MIH. If
the desired Trainee is found, select “Create New Appointment” link to proceed to 2271 form. If you do not
find the desired Trainee in the search result, use the button “Create New Profile” at the bottomn of the

screen prior to proceeding to 2271 form.

* Last Name First Name Middle Hame Commons User ID

| search | Clear |

Create Mew Trainee Frofile |

After identifying a Trainee, the PD/PI is presented with a 2271 form with some fields pre-
populated from the Trainee’s Personal Profile.
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Home  Admin _ Personal Profile fEAIELN  ¢RA Partners

My Appointments and Terminations

Statement of Training Appointment @

Project Humber: R25 GM 999939
Grant/Supplement: R25GM399993-16
Appointment Status: Accepted View Routing Histon
Project Title; Research Iniative for Sclentific Enhancement Option 3
Institution: CALIFORMLA STATE UNIVERSITY, LOS ANGELES
PO Hame: West, Mae
Budget Period: 0770172015 - 06302016

PHS 2271 Form Approved OME Mo, 0925-0002

*indicates required field

Trainee Personal Information

[For every research training appointment or re-appointment, trainees should review and update their personal information by using the Personal Profila link at the top of this page. Exceptfor the e-mail address,
personal information may only be entered or modified by the trainee

Last Name, First Name, ME: West, Mae
S5 00000

Address Line 1:100 Movie Street
Address Line 2:

City, State, ZIP: Temple City, CA, 91780
Country: UMITED STATES

Emal-_eRATest@maﬂ nih.gov

Phone: 9999999999
Fax:
Progress C Date MajoriMinor Degree Completed?
BS 06/2013 Molecular, Cell and Developmental Biology Y
MS D&r2016 Biochamistryl N

Name of Specialty Boards (if applicable)
Education’Career Level

Undergraduats Student A

15 the Traines in a dual-degree program (e.g. M.DJPh.D.)?

In Education/Career Level, the PD/PI should specify the trainee's current education level,
because this field will not be populated from the Personal Profile.

Here are the Business Rules for bottom portion of the Statement of Appointment Form.

1. Period cannot exceed 12 months and the start date must fall within the budget period.

2. The Stipend level must be entered for everyone except for scholars and participants. Must be
appropriate to trainee degree and experience.

3. Users enter salaries/other compensation for a whole or partial year for scholars or
participants.

4. Must recalculate date if calendar boxes are used.

For information on the Grant's Policy Statement, please refer to Section 11.3.7, Initiation of
Support, at this web site. http://grants.nih.gov/grants/policy/nihgps 2013/nihgps chl1.htm#
Toc271265126
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Is the Trainee in a dual-degree program (e.g. M.D.JPh.D.)?

®no Oves

Ifthe trainee has previously received support from Kirschstein-NRSA training grant or fellowship, it will be listed in the table below. If the list of prior support is incomplete or incorrect, please go to the Admin tab,
Accounts tab, and then click on the Werify NIH Support submenu and follow the instructions for verifying MIH support.

Grant # ARRA Pl Et peky Level Statu
[ Start Date Date Amt D B

Field of Research Training or Career Development (for this appointment)

Choose a specific subfield (e.g., biological chemistry) unless the broader category (e.g., biochemistry) fits best
| —IMMUNOLOGY (2200) v‘

Period of Appointment

* From (MM/DDAYYY) o120 |EE
*To (MWDDYYYY) 06012016 |EE

|5 |mumhs |1 ‘ days ‘ Recalculate | bigase "Re-calculate” if calendar boxes were used to select dates
Support for Period of Appointment
Type Total for this Grant (Omit cenis)

* stipend Level or Salary PARTICIPANT W

- Stipend/Salary/Other Compensation

Total

| Cancel || Reset H Save & Route to Trainee H Delete H View PDF H Save & Submit to Agency

5. The PD/PI fills out the additional required (*) information in the Period of Performance and
Support for Period of Performance sections, and clicks Save to save the form.

Additional action buttons appear at the bottom of the form after the initial save. Once the form is
complete, click the Save & Route to Trainee button. The system will check the form prior to
routing. Any identified errors must be corrected prior to routing. Warnings may be addressed at
your discretion.

|Sa\re || Cancel || Reset ﬂr Save & Route to Trainee _TDDeIete || View PDF || Save & Submit to Agency

6. Provide comments to be sent via e-mail to the next recipient of the form, and then click the
Continue button.

Provide Comments
P S S fET BRI b e O L S e U7 D' -] 12 Tl 7 6] el A 11 o 1T &
Catrmem e

T Tevrs mtarzad —he 2271 form needed foar pou Lppesdncresnc. Flaass conglescs ches rewsining informeacion ared roors it back

o mo. Five pm oo call LI you have any guestbicons.
~CTear L. Eoczay

e

NOTE: Comments can also be seen from the Routing History. The Comments: text box is limited
to 2000 characters.
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7. After the Appointment Initiation Confirmation notice appears, click the Done button.

Hodnie  Adimin  Instiution Profile  Peisobal Profile  Status  ¢SNAP Liniks  &RA Parthéers Help

Route to Trainee Confirmation

The Appointmeant Forrm was successiully roulad and Email aboul this action was senl o Trainae.

8. The status of 2271 is changed to In Progress Trainee.

Application T Appointment = Appolitiment  Teaminath g. Degres Appoitment Appointment Termination Termination Cunent -
FE—— ] i ke Eni ey e Livel  Status Soince St Sowmce  Pedawer View e

STI2MHI1 200804 (Budaet Pedod: 071 20080830007 Create Niw Anpoiniment
1n View 2271
Fewhia, | POST it I
I e 2008 OTO12008 OBANRN07 Yos H Elscmnic Mewbinima Vi .
Brand oo i Mo 2374 Fear

After receiving an email about the appointment and logging into xTrain, the trainee reviews and
completes the necessary information. The Trainee then routes the 2271 back to the PD/PI.

The system will check the form prior to routing. Any identified errors must be corrected prior to
routing. Warnings may be addressed at your discretion. If no errors are encountered, the
appointment status becomes In Progress PI.

Applic iftion = o e d
T Beproti Rmiiand. 'I'il-lhalm:l"d Mg Fepjrobi Rmtsentl Agpetidimsasd Tiwionalion Tenminalien Cibidil "
Tuanes Ty g Davie Eawd Db [ I n_l.-ﬂl Salums SHnCcE Ekalun Lorce Hiwsmiga vl

BTN I - 04 (B oo P o oo 07700 K006: R30I 0T Crpaia P B0 podnd e e

YN
Flrabin, Imi - = - : POST, Fan v o
3 1 il T e 1 Iy
Brand His NS ONTE00G S0 L1 oo m Eletmric Maney Char D Ve
Erarg o

9. To complete the Appointment, the PD/PI reviews the 2271 form one last time by clicking
the Process 2271 hyperlink, and then clicks theSave & Submit to Agency button.
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* Sipend IEO0E
* Tuitioniees festimated 1 2m00
® Triel 1200
Taodtal R0196
Save | | cancel || Resel | [ Save & Route to Trainge | [ Delete || ViewPDF | [K Save & Submil lo Agancy E

10. Optional comments (up to 2000 characters) can be included in an e-mail message sent to the
Agency. If desired, enter comments into the comments field and click the Continue button.

Provide Comments
Please enfer cormments below to send them by =-mail 10 the need recipient of this form.

CaimiTents:

I am =ubmicting Imd Newbie's Appointment Lorm. She is a wonderful addition
Lo ouE program. Let me know if you have any guestions.

Cher D. Money

o,
(! EI:II"I'IJI'II.I-E-'ﬂl Crancel

11. Click the I Accept button.

Submit to Agency Certification

| cartity thal this indiddual 15 qualified for this program and s algithe to recena Tnancial

support far the period specified above, & copy ol Bis appointment form will be given 1o the
indwidual

i ——
[ ! | Accept || Cancel |

12. Click the Done button, which will record the PD/PIs Electronic Signature, and bring up the
Submit to Agency Confirmation screen.
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Home Admin Institution Profile Personal Profile Status eSHAP Internet Assisted Review ﬁﬁ Links eRA Partners Help |
Submit to Agency Confirmation

The appointment was successfully submitted to the Agency, and the Agency's grant specialists will he notified. For predoctoral appointments, no further action is
required. For postdoctaral Kirschstein-nRSA research training appointments, an ariginal signature is required on the Pavhack Agreement (60313, and the
appointment will not be accepted until the Agency receives the signed farms.

Foryour convenience, pre-populated Payback Agreement form is provided below. For a postdoctoral appointment, please print the form, ohtain all necessary
signatures, and send originals to the designated grants management contact at the Agency.

Payhack Agreement Farm

TR

13. In addition to confirming the submission of the appointment, the Submit to Agency
Confirmation screen provides reminders about any further action that may be needed:

e Pre-doc Appointments — No further action is needed, unless confirmation of permanent
residency status is required.
o Post-doc Appointments:
o For those entering their initial year of Kirschstein-NRSA post-doc support, mail the
original signed Payback Agreement (6031) form to the awarding NIH Institute or
Center

o Mail confirmation of permanent residency, if needed

14. The xTrain system checks the form. If error free, the form is routed, and the status of 2271
is changed to Pending Agency Review.

15. The PD/PI mails any required documentation or forms to the awarding component.

16. The Agency can accept the appointment, place it on hold, hold it for a paper signature,
delete it, view the PDF file, or route it back to the Institution by clicking the appropriate
button on the screen. These buttons are available, and made active based on roles.

7.1.1 Submit Appointments to the Agency Using the Batch Process

The PD/PI also has the ability to submit appointments to the Agency several at a time through the
batch process instead of individually. If there is an error or a warning, the PD/PI is able to review

errors and warnings for each appointment. The PD/PI can also enter a comment for each
appointment.

To submit Appointments to the Agency through the batch process:

1. Open the My Grants screen.
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Institution Profile  Personal Profile  Status  Prior Approval RPPR  Internet Assisted Review Bl xTRACT  Admin Supp

My Grants @
Tips and Notes:

When ARRA Funded checkbox is selected, search results will contain Grants and Supplements funded by American Reimvestmant and Recovery Act ONLY.

.
» List of Activity g;g_dgs cymrently s !mgg_d in xTrain
» Stipen | Fizcal ¥,
» xTrain FAQs
o Intemal Users
o Extemal Users
QME no, 0925-0002
Expiration Date: 107312018
2itemns found, dsplajhg all ems.
-zz-
R25 GM 599559 2002-09-01 2018-02-28 BOND, JAMES Resource in Education in Microbiology and Immunalogy
3241999338  1986-09-30 2018-08-30 BOND, JAMES Predocioral Training Program in Immunology

2. Click the View Pending Submissions hyperlink for a grant.
The Pending Submissions screen appears.

3. Click the Select All button to choose all of the pending submissions or select the check box
for a particular record.

4. Enters comments as necessary per record.

Home Admin Institution Profile Personal Profile Status eSHAP Internet Assisted Review 'iiiil' Links eRA Partners Help

Pending Submissions

SelectAH ulcatlo App(xntment Highest
Appointment} Degree{ Stipend Tuitior " _
Degree Total Action Submit to Agency Comments
B i ol AN el i

5T32DA001234- 19 (Budget Period: 07/01/2010-06/30/2011)

Day, =
I Sunny Mew 03/01/2011 02/29/2012 PHD BE% 21180 0 1000 30878P[UC82S2S7;271 ‘ ‘
|
[F] Ers M 02/01/201101/31/2012 PHD fn= 21180 8698 1000 SUSTSWEW =
Valen & DOC Process 2271

Select and Submit

4. Click the Submit button.

NOTE: If a validation error is generated for one appointment, amendment or re-appointment in the
batch, the PD/PI is presented with an option to de-select this appointment, amendment or re-
appointment from the batch and re-submit all other appointments that do not have errors or that
only have warnings.

7.2 Process New Appointment by Trainee

Trainee users are brought to the Trainee Appointments and Terminations screen when the xTrain
tab is selected.
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Click the Process 2271 hyperlink to access the Appointment form. The 2271 form is opened and
pre-populated with personal information pulled from the Trainee Profile and appointment
information entered by the PD/PI.

Home  Admin _ Personal Profile BIE LR @RA Parners

Trainee Appointments and Terminations @

Tips and Notes:

» The Program Director Column always shows the Centact P1 for multi-Pl grants

Elt-2ar2 13
& Appointment & Appointment & Appointment & Termination & Program  a - Degree & Appointment & Termination & Current
Grant Mumbery 7ype ARRAY SiartDate ¥ EndDate ¥ Date ¥ Director ¥ Institution Level T Staws ¥ stams ¥ Reviewer  View Action
ZRZ5GMI99995- UNNMERSITY OF In-Prograss 2271 Viaw
10 Mew 2014-08-01 2015-08-31 Hope, Bob ROCHESTER PARTICIPANT Trainge Ahmed Hoda 2271
View
UNIVERSITY OF )
ZRISOUII" g 20110601 2011-07-26 CALIFORMIALOS  PARTICIPANT Acceptsd an: o wnan
ANGELES sey Poim
I

If applicable, the Trainee must select the appropriate Specialty Boards and indicate if enrolled in a
dual-degree program.

Home  Admin _ Personal Profile E4le il ¢RA Partners
My Appointments and Terminations

Statement of Training Appointment @

Project Humber: R25 GM 999999
Grant/Supplement: R25GM395593-16
Appointment Status: Accepted View Routing Histon
Project Title: Research Initiative for Scientfic Enhancement Option 3
Institution: CALIFORMLA STATE UNIVERSITY, LOS ANGELES
PO Hame: West, Mae
Budget Period: 07/01/2015 - 06302016

PHS 2271 Form Approved OMB No. 0925-0002
*indicates required field

I Trainee Parsonal Information

For every research training appeintment or re-appointment, frainees should review and update their persenal infermation by using the Personal Profile link at the top of this page. Exceptfor the e-mail address,
personal information may only be entered or modified by the trainee.

Last Mame, First Name, ML West, Mae
S5 00000

Address Line 1:100 Movie Street
Address Line 2:

City, State, 2IP; Temple City, CA 91780
Country: UNITED STATES

Email: |¢RATest@mail nih.gov

Phone: 9999999999
Fax:
Progress Ci Date MajoriMinor Degree Completed?
BS 0672013 Molecular, Cell and Developmental Biology Y
MS 0s2018 Biochemisiry N

Hame of Specialy Boards (if applicable)
Education/Career Level

Undergraduates Student -

Is the Trainee in a dual-degree program (e.g. M.DJPR.D.)?

Prior Kirschstein-NRSA Support information is pulled from the profile. To correct or update this
information, go to Admin - Account - Verify NIH Support and enter a grant number. It is here that
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the Trainee would review the remaining information on the form and contact their PD/PI with any
concerns.

If time does not permit, or if all required (*) information is not readily available, the Trainee can
click the Save button at any time and complete the form later if need be. Once complete the
Trainee should click the Save & Route to PI button to continue the Appointment process.

Is the Trainee in a dual-degree program (e.g. M.OJPh.O)?

®MNe CYes

Ifthe rainee has previously recelved suppon from Kirschsteln-MNRSA raining grant or feliowship, it will be listed in the table below. I the lst of prior suppontis incomplete or incomect, please 9o 1o thie Admin tab,
Atounts 1ab, and then dick on the Verity NIH Suppat suomenu and follow the instructions for verifying NIH support

End
Grant # ARRA Pl Start Date Date Amt Degree Level Status

Field of Research Training or Career Development (for this appointment)
Choose a specific subfield (e.g.. biolagical chemistry) unless the broader category (2.g., biochemistry) fits best

~IMMUNOLOGY (2200) b
Pariod of Appointment
* From (MMDDNYYY) 09012014 |
* To (MWDDWYYYY) og320s |
'11’—_ montns 0—| days
Support Tor Period of Appointment
Type Total for this Grant {Omit cents)
* Stipand Level of Salafy I W
* stipendrSalaryOther Compensation 27200 ]
Total 28200 ]

g =
© =l Y
—_—

When the Trainee clicks the Save & Route to PI button, the system will validate the information
contained in the 2271 form and will flag any Errors or Warnings found. Errors must be corrected
before the Appointment is routed. Warnings are corrected at your discretion.

Statement of Training Appointment

Error Message

M Appointmentvalidation errars:

- Trainee citizenship must he entered. Trainee must enter this infarmation on Personal Profile screen in eRA Commaons.
{10 200014

Project Number: T32 MH 312008
Appoimtment Status: In-Progress Trainee View Routing History
Project Title: XTRAIN DEMO TRAIMNING GRAMT
Institution: UNNERSITY OF PEMMESYLWANIA
PL Name: Money, Cher D

Optional comments (up to 2000 characters) can be included in e-mail message sent to PD/PI.
Once any comments have been entered click the Continue button.
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Provide Comments
Fleage enler comments Baloe 1 end e Oy e-mail o 1he meel redipient oTis fom.

Caimnmseis:
I belasyve I hove iocluded mll the pecessacy informatin, I look forward to thim opporbunity.

Ima Mewbie

( Continue ancel

—_—

The Route to PI Confirmation screen will record your electronic signature when you click the I

Accept button.

Route to Pl Confirmation

I cadify thal the slalements harain are frue and carmplala 1o he best ol my knovledge and that |
wiill commphy wilih sll applicable Public Heallth Service terms and condilions gaverning my
appaintment. | an aware that any false, fictiious or fraudulent siatemeants or claims may subject
me to chminal, chdl, or adminisirative penalfies.

Click the Done button to finish. xTrain will then change the Appointment Status
PL

Route to Pl Confirmation

The 2271 Fomn weas successiully routed and Emnall about this aclion was sent to #I

| Done ||

to In Progress

ol - & Taiminofives & Piogran & & Desgiaa & Teminmali & Cunneml
o *F Siml Dala * EredDaln = Daba Fooeecin ¥ VERNE L ¥ Saum = Salun F pedews W Arom
STITIMHAN200E Waney, Chir EXT UAT FOST- = -.:.-.'_ 1271
b 200701 HI0T- 06530 w DEND CAORP Do n-Progress Fi ;-:ln-rr.l.'-hl.-f e
Lk
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7.3 Reappointments

Trainees whose appointments are coming to an end can be reappointed to grants that have future
award years.

NOTE: If the preceding appointment was submitted via a paper form, then a new appointment has
to be completed rather than a reappointment.

To reappoint a Trainee:

1. Access the xTrain module.
2. Access the Trainee Roster screen.
3. Click the Re-Appoint 2271 hyperlink for the specific Trainee appointment line item.

- Aimiind 2271

King Licn  New 2010 01012010 1 22010 Yes " Accegted  Elecronic 2T AGENCY L
b igw Panbaok

Ay

The system displays the Statement of Appointment screen. There is a Grant or Supplement
Available for Re-Appointment drop down from which the PD/PI must select the appropriate grant

or supplement to which the trainee can be appointed.

Grant or Supplement Available for Re-Appointment

Please select a grant or a supplement number for re-appointment

Select a grantfor re-appointment

Select a grant for re-appointment
5T32NS041234-10( Budget Period: 07/01/2010-06/30/2011)
“ From (MM/DDNYYY)

* To (MMIDD/YYYY) =
mgmh5|D |gays |_Recalculate |

Period of Appointment

Follow the steps for Appointments, but here are some key things to note while completing the
form:

1. The FROM date should be within the budget period of the grant for the reappointment.

2. The format of the date fields is MM/DD/YYYY.

3. After the dates are entered, press the Save button to have the stipend amounts for the new
fiscal year appear in the drop-down menu.

4. Select the appropriate stipend amount.
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NOTE: For partial years, the stipend amount can be adjusted. No commas or decimals are allowed
in the Stipend Amount field.

5. After all required fields are entered for the re-appointment, follow the steps for routing and
submitting the re-appointment in the Appropriate section.

NOTE: Reappointments follow the same process as Appointments. To access the Re-Appoint
2271 form, if necessary, click http://grants.nih.gov/grants/forms.htm. To access the Re-Appoint
2271 form’s instructions, if necessary, click http://grants.nih.gov/training/phs2271.doc.

7.4 Amendments

Once an appointment is accepted by the Agency, an amendment is required in order to change any
of the following items:

¢ Name

o Permanent Mailing Address

Appointment Period

Support from the Grant

NOTE: Some changes, such as name or mailing address, will also need to be updated by the
Trainee under Personal Profile within eRA Commons.

The user must be a PD/PI or Delegate (ASST) to amend a 2271. To create an Amendment:

1. Click the Amend 2271 hyperlink on the Trainee Roster screen in xTrain.

NOTE: Only appointments can be amended. Fellowships cannot be amended.

EoiE, By OB OTAN 2006 QEALADOT i . Ackapled Fagid Vg T

2. The original 2271 as it was submitted will be displayed.

3. When you view the 2271 PDF file, there will be an Amendment section appended at the
end.

If a Kirschstein-NRSA research training appointment is ending earlier than initially planned, the
PD/PI should initiate a Termination, which will automatically amend the appointment and capture
the new end date.
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For institutional career development and other non-NRSA appointments ending early, the PD/PI
should document the new appointment end date by amending the appointment, unless specifically
instructed to use the Termination Notice by the NIH awarding Institute and/or Center (IC). Refer
to Section on Terminations for additional information.

IMPORTANT: Original Appointment

10. Are you Hispanic {or Lating)? Makp)  ([CIvEs (Eino  (Z intentionalty Withheld

11. What's your racial backgroud?  Mark (%) one or more 12. Do you have a disability?
I'__';Mwﬂmmmmﬂaskamm I:i\‘ES Eino Cimmlmwprwne

L Mative Hawaiian or other PRCBic 1Sander

\CJ Asian I yes, whiich of the folowing Categones describe your deabilty(ies)y

LT Black or Atrican American = =

LR white L Hearing L MobdityOrinopeds: Impairment

I intentionaity withineld Il visuat (] otner

13. Are you from a disadvantaged background?
Clves Clno (Clinentonaily withtels

14 FIELD OF RESEARCH TRAINING OR CAREER DEVELOPMENT  jfor this appoiniment) 15. PERIOD OF APPOINTMENT  (Monifi, day, year)

Enter a 4 digit code from instructions: 3200 From: 09/03/2008 Too QS/02/2009

16, EDUCATION — AFTER HIGH SCHOOL  (Indicale a academic and professional education. For foreign degrees, ghve ULS. equivivent )

(2) Mame of Institution and Location () Degree(s) (<) Major Field (d)Minor Field
{List most recent first) Received
Degree | Mo
Colorado State University BS 1211997
University of Minnesota PHD (052010 |Pharmacclogy

PHS 2271 Page 1012

NOTE: The Amendment Section appears at the bottom of the PDF.

AMENDMENT

Field Name Original Value Amended Valug

Period of Appointment 09/03/2008 - 09/02/2009 09/03/2008 - 12/14/2008

SUPPORT FOR PERIOD OF APPOINTMENT

Stipend $20772 $5885

Trainee Signed Date 08/08/2008

FD Signed Date 08/08/2008 12/04/2008

PHS 2211 Page 2012 continued

4. Make the desired updates by entering them into the Editable Amendment section.
5. Click Save.

NOTE: Amendments follow the same process as Appointments.
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7.4.1 ARRA - Ability to Reappoint Trainee to a Supplement

xTrain will now look at both the support year of the grant and the suffix code. The system will
have the capability to reappoint a Trainee to a supplemental year as well as the next award year. To
perform this action, the user will now have a drop-down selection of grant numbers to which the
Trainees can be reappointed, but only on the Reappointment form. The system will also allow
reappointment of the Trainee to the current year if the current year is for an ARRA-funded grant.

Gramd of Supqemsent &vadsis for Re-Appcsntment

please sedect a grant of 3 SURRSEMEn] numbss 1ol ne-appointmant

Salect a grand for re-appointmant
Salect a grant for e-appoardment
I2GM 001234 551 Budgat Penod: 07/01/2009-0630,2011)

REDCLETTT T

s |
* To MWDONYYY) 0700
12 mgniths [0 days Recalculae Plaase "Re-calculabe™ I calendar bongs wene ued bo select dabes

| Sappon for Period of Appseiment

Typer Total for this Grant (Omir cents)
o ElSpend Lavel or Salary PRE - 209% PRE-DOC =

' FEpendTalan i Compansatipn Far i

" TuitionAees festmaled 13134

* Travel 0

Total M0

Additionally, the Trainee Roster can now be sorted so that the newest grant is listed first and the
oldest grant is listed last.
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8 Terminations

The Termination Notice documents the termination of NRSA fellowships and appointments to
NRSA training grants.

It may also be used to document the termination of appointments to non-NRSA institutional
research training programs (e.g., NLM T15°s), research education awards (e.g., R25), and
institutional career development awards (e.g., K12).

For non-NRSA awards, please refer to the Funding Opportunity Announcement or Notice of
Award to determine whether a termination notice is required.

Note that the flow below is for institutional research training programs. The flow for terminating
fellowships, career development awards and research education awards, if applicable, differs.

Quick Reference: http://era.nih.gov/files/termination appointment.pdf

- 105,
= PD/PI locates Trainee on
e -4 = RoOster, initiates a Termination I
Y \ Notice (TN), inputs additional
oA info and routes TN to Trainee \
Principal Investigator information and routes the TN Trainee
\ back to FPD/PI

PD/PI reviews TN and
routes it to BO

BO
approves

== and routes ==

TN to
Agency

Agency

- Quick Reference: http:/lera.nih.gov/files/xTrain Initiate Termination.pdf

Termination Process Flow
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8.1 Who Can Initiate/Submit Termination Notices
xTrain users with the following eRA Commons roles can initiate a termination notice:

« Principal Investigator (PI) — this role includes Fellows
o Assistant (ASST) with a PD/PI xTrain-delegated role
« Business Official (BO)

 Sponsor (for fellowships)

o Sponsor Delegate (for fellowships)

Only the BO can submit a Termination Notice (TN) to the Agency for NRSA appointments and
fellowships.

Only the PD/PI can submit a Termination Notice for career development awards (e.g. K12, KL2,
and KM1) and research education awards (e.g. R25, R90). The BO is not involved.

For Federal and Foreign fellowships, the PD/PI (Fellow), and the Sponsor can submit the
Termination Notice. For more information see Appendix B — Termination Notice (416-7 Form).

8.2 Initiate a New Termination Notice for Appointments— PD/PI
To initiate a Termination Notice as a PD/PI:

The PD/PI logs into eRA Commons and selects the xTrain tab that displays the My Grants screen.
The PD/PI is presented with a list of his/her grants.

The PD/PI chooses a grant and clicks on the View Trainee Roster hyperlink.

The PD/PI locates the trainee on the Trainee Roster screen and clicks the Initiate TN hyperlink.

NOTE: The Initiate TN hyperlink in the Action column of the Trainee Roster screen will not
display if there is an existing WIP appointment for the same Trainee.

Foar
i, i M SIES LSS EH110s 0 THE Lt L 1]
e

The PD/PI is then presented with a Termination Notice (Form 416-7) with some fields pre-
populated with already available data from the system.

NOTE: For form completion instructions and the form itself click
http://grants.nih.gov/grants/funding/416/phs416-7.pdf.
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NOTE: The PD/PI must select the name of the Business Official (BO), who will submit the
termination notice to the agency.

Home  Admin __Institution Profile  Personal Profile  Status  Prior Approval  RPPR_ Intermnet Assisted Review ﬂiiiil XTRACT _ Admin Supp  eRA Partners |

Termination Notice - Ruth L. Kirschstein National Research Service Award ©

Project Number: R25 GM 999999
Termination Status:
Project Titke: Resource in Education in Microbiology and Immunology
Institution: UNIVERSITY OF ROCHESTER
PD Mame: Stewart, Jimmie

“indicates regquired field PHS 416.T Form Approved OMB No. 0925-0002

Trainee Personal Information

Before a research training appointment or fellowship is terminated, the trainee or fellow should review and update their personal information by using the Personal Profile link at the top of this page. Exceptfor the e-
mail address, personal information may only be entered or modified by the traine e or fellow.

Last Hame, First Name, Mi: Peck, Gregory

Address Line 1: 100 Hot Tin Roof
Address Line 2:

City, State, ZIP; Cat City, DE 12345
Country: UNITED STATES

* Email: :?RAT?SI@mEIl nih.gov
Phone: 0000000000
Fax:

D Progress C on Date MajorMinor  Degree Completed?
BS 052014 General Biology Y

Termination Date and Business Official submitting the Termination Notice to NIH

Termi Date: Business Official |
nmq.vzu]sl Modify Termination Date w

Here are some key things to note before completing the form:

The Termination Date format is MM/DD/YYY'Y.

No commas or decimals are allowed in the Amount of Stipend/Salary field.
All comment text boxes are limited to 2000 characters.

The Termination Notice can only be modified once.

A e e

Only the Business Official (BO) can submit the Termination Notice to the Agency for
NRSA appointments and fellowships. For career development awards (e.g. K12, KL2, and
KM1) and research awards (e.g. R25, R90), only the PD/PI can submit the termination
notice.

8.2.1 Early Terminations

If a Trainee terminates early, only the Appointment that is being terminated, as well as all previous
Appointments, will get terminated with the early termination date. Any future Appointments,
including the ones in the same budget period, will not get terminated.

NOTE: Only whole numbers are allowed in the Amount of Stipend Salary field.
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Termination Date and Business Official submitting the Termination Notice to NIH

Termination Date * Business Official

073112014 Modify Termination Date . ‘ Select BO v.

Total Kirschstein - NRSA Support Under This Award

B i Number of
Support¥ear  StartDate End Date " Amount of Standard Stipend —  poy Status
Stipend/Salary Amount Months  Days
Year 28 08012015 07312016 |229200 12 0 Accepted
Totals: 22920.00

Training Received
Provide a summary of the training, career development, or research education received and the research undertaken during fellowship or
appointment period, and describe how it furthered your career. List publications, if any, resulting from the research during this period. List grants and
career awards pending and received. Ifa ip or i is being il early, indicate the reason. (2000 characters maximum)

_OR-
Upload PDF File
Browse...
Activity ‘Organization Type of Position
() Further Education/Training () Academic O student
(O Teaching ) Industry () Resident/Clinical Fellow
) Research ) Govemment O Postdoctoral Researcher
() Administration ':.'Huspnal () Research Scientist (non facultyy
(O cClinical Practice ) Non-profit () Faculty: Tenure-Track
(O unknown O Unknown (O Faculty: Other
) Other ) Other (O Clinical StafifPrivate Practice
O Unknown
O Other

If the Appointment is ending earlier than initially planned, use the Modify Termination Date
button to adjust the last Appointment period. The system will automatically amend the
Appointment End Date and will recalculate the stipend.

NOTE: When the end date is modified, and the appointment is for a partial year, sometimes the
recalculated stipend amount will differ from the stipend amount calculated by the institution. The
institution can modify the stipend based on its calculation. The Agency will approve the modified
stipend, if it is within an appropriate range.

NOTE: The Termination Date format is MM/DD/YYY'Y.

Terminations 64 May 2020



xTrain External/Institutional User Guide

Modify Termination Date

You are requesting to modify the Termination Date. Mote that you can only chanoge this
Diate to shorten the [ast Trainee Appointment period. Upon acceptance of the
Termination Motice form by Agency, the system will automatically amend the last
appointment end date and re-calculate the stipend amount for the last appointtment. The
systern will pre-populate a recalculated stipend amount into the enterahle field on the
Termination Maotice Form fwou will see it as soon as you click Continue on this screen),
andyou can futher modify the stipend amaunt right on that screen

* Termination Date

B

[ Continue ] [ Cancel ]

1. The PD/PI fills out additional required (*) information and then clicks the Save button. The
status of the TN is changed to In Progress PI.

If known, enter position title, organization, and related information

Position Title: l:l
Name of Organization: l:|
P ——

Post Award Mailing Address

e
* National Health Service Corps Scholarship: Mo. of Months: l:l
* Kirschstein-NRSA: Mo. of Months l:|

Ifthe trainee has previously received support from other Kirschstein-NRSA training grants or fellowships, it will be listed in the table below. Ifthe list
of prior supportis incomplete or incorrect, please contactthe eRA Senvice Desk.

Grant Number From To ARRA

Is the trainee currently participating in NIH Loan Repayment Program?
CYes ®No

Save || Cancel

2. To continue to process the TN, scroll down to the bottom of the form where additional
buttons now appear or you can open the form later from the Trainee Roster screen as
described below.

[98)

From the Trainee Roster screen, the PD/PI clicks the Process TN hyperlink to open the
form. If time does not permit, or if all required (*) information is not readily available, the
PD/PI can click the Save button at any time and complete the form later if need be. Once
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complete the PD/PI should click the Save & Route to Trainee button, which is now visible
on the bottom of the Trainee screen to send the form to the Trainee.

4. The PD/PI is given an opportunity to provide comments (up to 2000 characters) to be
included in the e-mail message that will be sent to the Trainee. If desired, enter comments
and then click the Continue button.

Provide Comments

oo swould lke 1o send comments by e-rmail tothe nexd recipient of this form, glease insert therm Delows,
Commenits:

I have enjoyed your participation with our training program. Fleass complece
thizs Termination NMotice and rouce 1t back co o To closas out your Appoilntment.
Cher D. Honewy

] T onlinue H Cancel |

- -l

5. When the Termination Notice Confirmation screen appears, click the Done button.

Termination Motice Confirmation

The Terrmination Motice was succassially routed and Email aboulthis action wwas senlio Trainga

6. At this point, the status of the Termination Notice (TN) is changed to In Progress Trainee.
If no action is taken by Trainee in 14 business days, the system will automatically route the
form back to the PD/PI, send a notification to PD/PI, and change the status of the TN to In
Progress PIL.

A ered

W Tl 2271
Daka, Calp M JEL3 O (IO 01031 G004 B SE Y. Es: E::;f' BEEidaE P pt “"""“ Lﬂwlﬂb f 1#

NOTE: The PD/PI should make every effort to have the Trainee update their Personal Profile
screen within Commons, specifically update their email address with their new (forwarding) email
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address, before the Trainee leaves the Institution. Otherwise, the PD/PI needs to know, and be able
to provide, a forwarding email address for the Trainee to be entered within the Termination Notice.

7. From the Trainee Roster screen, the PD/PI should click the Process TN hyperlink to open
the form once the trainee fills out the required information.

) - POST. =TT . i T
Dl i, Ghig M 003 STOUING ONTLA004 OENSPI04 Vag oo Accald  Fagsr = EREVONE o obar Ve
Peatapi

8. PD/PI reviews the form and clicks the Save & Route to BO button at the bottom of the
screen to send the form to the BO.

Other PHS Serdice Obligation Support
* Hational Healll Seivice Coaps Scholoa ship: Mo, of Morths: [0
* Kirschstain MRSA:

Mo, of Marlke |0

IFthe Iraings has previowsly récebed Segpo rom alher Kirschstein-nRSA raining grants o fellowships, ilwill be Bsted in he
table betow. Wihe lisl of pror support i incompleta or incorract, please comacl the eRA HelpDesk.

Grant Humber From To

15 tha trames cimrartly participatmg in HIH Loan Repaamwent Pyogrami *Yas Mo

Save | | Cancel || Resel| | Save RouletoTranes M Save &Routets BO DE elete | [ view POF
p—

-
. —

9. PD/PI1 is provided opportunity to provide comments (up to 2000 characters) to be included in
e-mail message sent to BO. If desired, enter comments and then click the Continue button.

Provide Comments

[ o waould lke to send comments by e-mall 1o the nes reciplent ofthls form, please ingser thenn Delow,
Comments:
Chip N DPale iz no longer with our training progrom. Here 13 the Termination

Hotice.

Cher I Honew

L Cuntinua [ Cancel J

10. Click I Certify button. This will record your electronic signature.
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Termination Notice Certification

I cerify that 1o the bestof my knowledoge all the above information s correct

)

11. Click the Done button.

Termination Notice Confirmation

The Termination Motice was successfully routed to the designated Business Official.

[ Done |

12. Status of TN is changed to In Progress BO.

e 2774
Dals, Chip M 2000 DTONG000 ONINI00H GMLTONE Yeu poe Accested  Papar """"' o e
Emtaik

8.3 Process Termination Notice — Trainee
To process a Termination Notice as a Trainee:

1. From the Trainee Appointments and Terminations screen, the Trainee clicks the Process
TN hyperlink to access the form.

Tralnes Appolntments and Terminations
Er.1em 1H
disdil dissid Wi i by (BT R L] AL LEATTE 8 i
L ot . * Duain Sy Seewseg D o e * Snim T B VW Aot
pray RS paar MO EeniE oo Ched SO PP posmpon ascecied et el
Exil

2. The Termination Notice is opened and pre-populated with information pulled from the
Trainee profile and data previously entered by the PD/PI.
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Termination Notice - Ruth L. Kirschstein National Research Service Award

Project Number: T32 MH 312008
Termination Status: In Progress Trainee Yiew Routing History
Project Title: XTRAIN DEMO TRAINING GRANT
Institution: UNIVERSITY OF PENMNSYLWAMNIA
PD Name: Money, Cher D

Findicates required field PHS 416-7 OMB Mo, 0925-0002
Trainee Personal Information

Before a research training appointment is terminated, trainees should review and update their personal information by using the Personal Profile link at the top of this page. Excep
for the e-mail address, personal information may only be entered or modified by the trainee.

Last Name, First Name, MI: Dale, Chip M.
SSN: 000005555

Address Line 1: Acorn lane
Address Line 2: Dr 2
Address Line 3: Lane 99
Address Line 4:

City, State, ZIP: Acorn, IM, 23121
Country: UNITED STATES

* Email: |2RAStage@mail.nih.go

Phone: 1564454445
Fax:
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Degieedis) Eamnedin Progiess Completion Date Major Minot Deqgiee Comnpleted?
BA 02004 f ¥
WD 0BZ011 i N

Termination Date and Business Oficial submitting the Termination Molice to NIH

Terrnination Duabe: Busingss OWicial
0352004
Tolal Hirschstein - NRSA Support Under This Award
Hrnbeer of
Supporl Year Stat Date End Date Aot of Standard Stipend —
Yaar i 070172003 033172004 25 650,00 a a
Totals: 2432500
Training Recehed

Frovide & surmmmary of raining receted and research undenaken during trainge tenura, LISt publicalions, I any, resuiing from
the research durng this period. List granis and career awards pending and recened. If frasnung aopointment is beaing
lermingded eacly, stale roason (2000 charachers masimurm)

L O -
[Uppdaadd POF File
B,
ost Award Information
Activity Organization Type of Position
) Further EducationTraining O Acatemic ) Stugent
) Teaching O naustey O ResidentiClinical Fallow
) Research O Govarnrmant () Pastdoctoral Resaarcher
{2 Administration ' Hospital () Research Scientist (non faculty)
¥ Clinical Practice O Mon-profit () Faculty. Tenure-Track
O Unikniown O Uniknown (O Faculty, Other
O Other O Other () Clinical StaftPrivate Practice
2 Unkricowm
O Cther

A summary of the Training Received and research undertaken by the Trainee is added to the
Termination Notice either in the comment field or via a file upload. To upload a file, click the
Browse button and select the desired PDF formatted file from your personal file directory.

Training Recehed

Ed

Frovide & surmmary oftraining recemad and research undedaken during tralmes tenura. List publicalions, § any, resuiting fam

thi resaarch duning this perind. List granls and career awards pending and racaived. if fraiming sopoirdmant is baing
Yermiraidid eranly, slade reason (2000 charclers marimurm)

- -

Upload PDF File

Hrowse.. |

Past Award information
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If kniceeem, enler posibion bsle, organizatan, and relsted mfmation

Position Tak::

Frall:

Hanwe of OF gandzation:
Ciny:

state: | Selact Stats q

Phane He; |

ailing Address afler Termination of This Kirschstein-NMRSA Support

* Sireat; |Scom Lans

* oty [acarm
* state: | INDLAMA |
*zp: 2121
* Phone Mo; |I01-5E5-1212

* Emall; [askera@mal nih gow
(her PHS Senvice Dbligation Supparl
* Hational Heatth Service Corps Schalarship: Mo, of Maniks: 0

* Hirschetein-HRS A2 Mo, of Manths: 0

I the frainea has presiously receivad suppor from olher Kirschelein-MRSA training grants or fallovwships, itwll be listed in tha
lable balow. Wihe lisl of prior suppod is incomalate or incorract, please contact the eRA HalaDesk

Graet Hmnber From T

* Iz the traines cimrently participating in MIH Loan Repaynent Progiam? & ves O Mo
Sana | | Cancal || Hasmtr_ Save & Routs ba F] S[ Yigw POF |
N —

3. The Trainee fills out the required (*) Termination Notice (TN) information and clicks the
Save & Route to PI button. The system will run a quick validation process and present any
errors or warnings to be addressed by the trainee before it is routed to the PI. If all required
fields are complete, the form is routed to the PI and the Trainee’s electronic signature is
recorded and the Termination Status is changed to In Progress PI.

NOTE: The Trainee’s mailing and email address need to be ones where they can be reached after
their training has been terminated.

4. Additionally, the trainee should update their information in the Personal Profile section
within Commons and should know how to contact the Service Desk if the list of prior
Kirschstein-NRSA support is incorrect.

5. The Trainee is provided an opportunity to provide comments. Comments: (up to 2000
characters) will be included in an e-mail message sent to the PI. Click Continue.
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Home Admin Institution Profile Personal Profile Status eSHAP Internet Assisted Review Links eRA Partners Help

Provide Comments
Ifyau would like to send comments by e-mail to the next recipient of this form, please inzsert them below.

llc t
I have completed my application. Please review and let me know if I have missed anything. If not, please submit this form

to Agency.
Thank you,
Yuri Gorh

Cancel

6. Click the I Certify button. This will record your electronic signature.

Termination Motice Certification

In gigning this form, | cedify that the slatements herein are frue and complete 1o the best of iy knosdedge. Wil
pravision of false informalion is & criminal offanse (LS. Code, Tille 18, Section 1001). | am aware that any false,
ficlitious, or fraudulent staternent may, in addifion 1o other reredies available fo the Gowvernment, subject me to
civil penalties under the Program Fraud and Ciil Remedies Act of 1986 (45 CFR Part 79}, Al=o, i have a payback
abligation, | understand that payback semvice must begin within 2 vears of lerminating my Kirschsteln-MNESA
support, othersise, Tnancial paback becomes due, unless an exension ofthe 2-year serdce initialion pedod ora
wealver ol the obligation is granted. I also understand thatl it fail to repay both principal and interest, the Fadaral
Government will take authorized actions to collect the debt.

¢ TCorun 19 Ganear)

7. Click the Done button.

Termination Notice Confirmation

The Terminaon MNOlce was SuCces shully rouled and Emall abowl this achon was senttao 7l

C==D

e ——

8. The status of the TN is then changed to In Progress PIL.

Trainee Appointments and Terminations
Elv-pary 1l

o . e T o Progenme s & Deges e Dot mninaticm s, O s w
o = faan e = Eii Drane- = [ane il LS T | It T Lewl " faams = faanis = Redeaien =

e
- T A |
Td i 3 e - = - Honey, Cher ExXT AT POET- - o = WA
ik F LA 20040331 mpsps g Bt SGAP. D Bl iR i T
[Ere

If no action is taken by the PI within 14 business days, the system will automatically route the form
to the Business Official (BO), send a notification to the BO, and change the status to In Progress
by BO.
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NOTE: Ifa TN is sent back to an Institution by the Agency and the TN has a status of In
Progress BO, the PI is able to recall the TN.

NOTE: The PD/PI should make every effort to have the Trainee update their Personal Profile
screen within Commons, specifically update their email address with their new (forwarding) email

address, before the Trainee leaves the Institution.

8.4 Process New Termination Notice — BO

To create a Termination Notice as a BO:

1. xTrain users with the BO role are brought to the grants search screen when the xTrain tab is
selected. Provide search criteria such as the PDs last name, and click the Search button.

g Sponsored by WNariowmal Fascireeas af fMMealirk
Hoirsr  Adidin  mstilunion Profike  Personal Prefa Sanss oSMAP SRCITEUNY Liskes ofth Pamnors

(e=Ews Commons )
= Warpen £ 13,11

SoarchTor droams

List of Grants

* Project St Dars © Prejact End Data
Actaaty Codn M Serisl Humber B Lot Hame
1geeos (B (nageoos  BE| eeancn | [Clear

2. Select the View Trainee Roster hyperlink.

Eleciranic Research Administrarion Weltome OFFiLEN
= > - Insubion: HHE LMAVERSTY LhJ
( eRA Commons ) e’ AIBG —
Verson 2 3000

Spampsred by Narfosad Fairitures of Wealrk

List of Grants

Pihen ARRA Funged checkbon is selected, search msulls will contain Grants and Supplermasnts fonded by Armencan Reiresiment and Recoveny Act OHLY

Actity Code |4 Serial Rember
[

B 10uw 10

i) EO [Ssascn | [ Crear |

;f:f';_l' OTRANETE CBN010 WA, W TRARENG FROGRAM
g-sﬂ AT A1) FESEARCHIE, Ih4a EIOTECHMOLOGY TRAINEIG GRANT

3. From the Trainee Roster screen, BO clicks the Process TN hyperlink to open the form.
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AT FAHE L -1 (Buadged Perhae: DTY0H G005 O k30 Oy
ik
POGT: oy Paper %& Eectaniz ;" Hapgi| D :FLT
q =

Y ORS00 G1aiis A Smd  TeE precs

el Chip M

4. BO reviews TN and clicks the Save & Submit to Agency button at the bottom of the

screen.

Oither PHS Serdce Obligailon Suppert

* Marismal Honkl Sandos Corps Scholarshiy Mo, ofMondns: |0

* Wi sharein HRSA; tec. of Morntns: |0
ITthe frainee nag presipush reeabead guppom Tom glher Kegokaigin-PRES Usining granka or Telgwengs, ilvall B liglad in

Ihe baie helowy, Flhe islol pnor susaol i incomplsde arincomec], please cordad] Lhe eBA Helplesk,

o el M il Figan Ta

152 By A avdunsis o b i ipating in BIH Lesn Rapayanent Program? & ves Cele
Sava | | Caraal ]|_ Rasat | [ Sawa & Fouks o Trainaa ] |_ Sawa & Fouts o Fi Sana & Subimit i Soenicy

[ Dl | [ view FOF |

5. BO is provided opportunity to provide comments (up to 2000 characters) to will be included
in e-mail message sent to the Agency. If desired, enter comments and then click the

Continue button.

Provide Comments

fyau wwould like 10 send commenis by e-mail to the next recipient of this form, please inserl therm balow.

(LRI EE] B
Thiz Termination Motice for Chip N Dale reflects the new Harch 15

Cerminationh date. Let me Know 1T You have questlohns.

Howard 0. Ouck

c Continue 3| Cancal |

6. Click the I Certify button. This will record your electronic signature.

Termination Notice Certification

| certify that the infarmation provided far "Dates of Support Under This &eard”, and "Tolal Slipend Receivad &
Murnber of Months Supported under this Award” is correct according 10 institutional recards.

v certine TY cancen |
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7. Click the Done button.

NOTE: The Business Official (BO) is the only one who can submit a Termination Notice (TN) to
the Agency for final processing and acceptance.

Electrronic Research Administration
(@=E¥N Commons

Sponzored by Nartional Fnstitures of Health Varsion 2.22.1.4
Home Admin Institution Profile  Personal Profile  eSHAP xTrain Links eRA Partners Help

Search for Grants

Termination Notice Confirmation

The Termination Motice was successiully submitted to the Agency, and the Agency's grant specialists will be notified.

L Done [

8. Status of TN is changed to Pending Agency Review.

7

B

FOET- BefiZing
[l Chip WL ITNIE OTNARI0E DA 2008 DEARI0E  Yas nac Acpapled Faper Ay ency Bechonic  TH AGEMCY
sty

B

9. Agency can Approve the TN, Place on Hold, or Return to Institution with comments.

8.5 Terminating Fellowships

Users can also initiate and submit termination notices for fellowships via xTrain. Once the
Fellowships are terminated, they will be automatically closed. As with training appointments,
institution users will be able to terminate Fellowships early. Internal users will not be able to accept
the TN until the Fellowship award is revised to show the new end date.
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8.5.1 Initiating a Termination Notice for Fellowships

The Fellow/PD/PI locates his or '\
her name onthe Trainee -
W= Roster initiates a Termination *ﬁfv
Motice (TM), inputs additional o
info and routes the TH to the
Sponsor

Fellow/Principal
Investigator

The Sponsorreviews and certifies the ' Sponsor
information and routes the TN to the BO

The BO
approves the

TH and #
submits the

TN to the

Agency

Business Official (BO)

- Quick Reference: hitp:/lera.nih.govfilesftermination fellowship.pdf

The Termination Notice for a Fellow can be initiated by the PD/PI (Fellow), Business Official
(BO), Sponsor or Sponsor Delegate. The flow diagram indicates the preferred process: the Fellow
initiates the termination notice; the Sponsor routes and certifies it; and the Business Official submits
it to the Agency.

The individual that initiates the award termination is the user.

o The user locates the most recent Fellowship on the Trainee Roster screen.

o The user selects the Initiate TN hyperlink for the appropriate Fellowship to be terminated.

o The user is presented with a Termination Notice (PHS 416-7) with fields pre-populated with
data from the eRA system.

o The Modify Termination Date button within the Termination Notice can be used for early
terminations of the Fellowship.

o The user reviews the Termination Notice and makes any necessary edits/additions (such as

updating the email address of the PD/PI (Fellow) and entering/uploading the training
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provided), selects the BO who could Submit the form, and then presses Save to retain the

form.

NOTE: For Federal or Foreign (the Institution is outside the US) Fellowships, the PD/PI (Fellow),
and the Sponsor, as well as the BO can submit the Termination Notice.

o The Termination Status is set according to the role of the individual who initiated it: Either

In Progress PI, In Progress Sponsor, or In Progress BO.

NOTE: Additional action buttons appear at the bottom of the form.

o The user decides who will be the next reviewer of the Termination Notice, and routes it to
that individual.

o

The Fellow can route it to either the Sponsor or the BO. The Termination Status is set
to either In Progress Sponsor or In Progress BO, depending on who will be the next
reviewer.

NOTE: It is preferable that the Fellow route the Termination Notice to the Sponsor.
The Sponsor can route it to either the Fellow or the BO. The Termination Status is set
to either In Progress PI or In Progress BO, depending on who will be the next
reviewer.

At least one individual in addition to the person who initiated the Termination Notice
should review the Termination Notice.

The system runs the validation process and presents any errors or warnings to be
addressed. Any errors must be corrected prior to routing. If error-free (warnings are
OK), the form is routed. The Electronic Signature of the user is recorded, and the
Termination Status is changed to that of the next reviewer.

Except for Foreign or Federal Fellowships, the Fellowship must be routed to the BO
for submission to the Agency.

NOTE: (If no action is taken):

o Termination Notices are automatically routed from the Sponsor to the BO after 14 days
o Termination Notices are automatically routed from the PD/PI (Fellow) to the BO after 14

days

8.5.2 The BO Reviews and Submits the TN to the Agency

o The BO logs into eRA Commons, selects the xTrain tab and is presented with a Search

screen. The BO enters search criteria and clicks Search. The BO selects the View Trainee

Terminations 77 May 2020



xTrain External/Institutional User Guide

Roster hyperlink for the grant.
o From the Trainee Roster screen, the BO clicks the Process TN hyperlink to open the form.

The BO reviews the TN and clicks the Save & Submit to Agency button.
o The system runs the validation process and presents any errors or warnings to be

addressed by the BO.
o If error-free (warnings are OK), the form is submitted, the BO’s Electronic Signature
is recorded and the Termination Status is changed to Pending Agency Review.

8.5.3 The Agency Processes the TN

1. The Agency can accept the Termination Notice or return it with comments.

2. The Agency cannot immediately accept the TN if the end date of the Fellowship was
modified and the stipend does not agree with the Notice of Award (NoA). In such a
situation, the Agency user has to put the Termination Notice on hold until the NoA is
modified
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9 Other Functions

Like most actions taken within the eRA Commons system, most functions are based on user roles
and the associated authority as it relates to a specific role.

9.1 Delegation — ASST Role

A PD/PI can delegate to an Assistant the authority to perform all xTrain-related functions on their
behalf except for the authority to submit Appointments, Amendments and Reappointments to the
Agency.

ASSTs with xTrain delegation can perform all other PD/PI functions prior to submission. ASSTs
will receive the same e-mail notifications as the PD/PL

eRA Commons allows PD/PIs to delegate several types of authority (e.g., PPF, Progress Report,
xTrain, Status). Currently, each type of authority must be delegated separately.

The institution’s Signing Official (SO) must add the ASST role to the individual’s existing eRA
Commons account or create an eRA Commons account with the ASST role for the individual if
he/she does not already have an account.

9.1.1 Assign Delegation

1. After logging into Commons, PD/PI selects the Admin tab in the blue navigation bar across
the top of the screen. Then select the Delegation sub-menu.

The system displays the My Delegates screen.

': 5. Department of Health & Hufman Services e
Klearranig Regaara h Adminisvrario -
3 d Fa o
( eRA Commons ))
Spamparad By Narieaal Faeridwtaes af Maalrk
Homa Inatitefion Frofile  Personal Profie  Slatus @ SHAP aTren &dmn #HA Partnars
My Delegates @
i Pl Tl Rty B ) Bl T el e BT ] B i | PO, Pyl Foimpui®, = TRAIM, 1ol
Wy o Deslisguatiannes
e raceezs eund

P DT Wil PERTHE]
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2. Click the Search or Add Delegate hyperlink.

3. Search for the appropriate person and click the Select button to select the appropriate person
on the Search for Delegates screen.

The Delegate Authority (Authorities) screen appears.

4. Check the xTrain box and click the Save button on the Delegate Authority (Authorities)
screen.

For more information on delegations, refer to the section titled Delegations in the Commons user
guide located at http://era.nih.gov/docs/COM _UGV2630.pdf.

I wrment al Health & Hufman Servicis 2 i g o
¥

Kieatrania Regeard h Adminisrrarion
( e RA Commons ))
Spsarared by Narional focritares of Nealik
HorTea nafitution Profils  Perional Profile Slefus aSHAP xTren Admin A Partres

Delegate Authority(Authonties) @

Sardens | Cupbbpalande's |
You have iaced 1 delegale 300004 1o Polla e IPM_POTTS ACLASST

You My 355630 he lolowng dslgaionisl [ PPF [ Progress Repon | urM:‘. [ saatus [ Sewctad | [ Cloar A8 |
(| _Save [} Reest | [ Concet |

9.1.2 Remove Delegation

1. In Commons the PD/PI selects the Admin tab in the blue navigation bar across the top of the
screen and selects the Delegations sub-menu tab.
2. On the My Delegates screen, the PD/PI selects the appropriate user.

3. On the Delegate Authority (Authorities) screen, the PD/PI un-checks the xTrain box and
clicks the Save button.

For more information, refer to the section titled Delegations — Remove Delegations in the
Commons user guide located at http://era.nih.gov/docs/COM UGV 2630.pdf.
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9.2 Training Grants
9.2.1 View Training Grants for SO/BO

For users with the SO or BO roles, the List of Grants screen displays as shown in the List of
Grants search screen below.

To view the List of Grants screen:

1. Access the Commons system at https://commons.era.nih.gov/commons/.
2. Click the xTrain navigation tab.

The List of Grants screen displays training grant query parameters.

Electronic Research Administration = Welcome glenn_asst2
Institution: UNIVERSITY OF CALIFORMIA SAN DIEGO
( eRA Commons )
Version 2.22.1.7

Authority:  AQ 50 Log-out|
Sponsored by Natfonal Fnstitutes of Health
Home Admin Institution Profile Personal Profile Status eSNAP ﬁ Links eRA Partners Help
List of Grants

When ARRA Funded checkbox is selected. search results will contain Grants and Supplements funded by American Reinvestment and Recavery Act ONLY.

Project Start Project End Date

. ) Pate ARRA Funded
Activity Code ic serial Number PD Last Name |_ \ |_ | oniy
Il | iz & u

3. Complete the appropriate text boxes and click the Search button.

The system displays query results as a list of training grants.
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Welcome OFFBUSIN A

Electronic Research Administration S
> Institution: HHS UNIVERSITY ™
( eRA Commons )) phemeiepirpd il
Version 2.30 01

Sponsored by Nattonal Institutes of Health

Home Admin Insfitution Profile Personal Profile Status eSNAP ﬁm Links eRA Partners Help

List of Grants

hen ARRA Funded checkbox is selected, search results will contain Grants and Supplements funded by American Reinvestment and Recovery Act ONLY.

Project Start Date ARRA Funded Only
Activity Code IC Serial Number PD Last Name Project End Date

@ (] I I E| [=fe

[K1-100f10 112

Project Start A |Project End A . A . A Includes ARRA A -

LEAA0) 071011978 04/30/2010 IDEAS, NEW TRAINING PROGRAN LEC IS
001234 Roster
Ta2HD 0710111983 0813012013 RESEARCHER, INMA BIOTECHNOLOGY TRAINING GRANT View Trainee
004321 Roster

NOTE: All projects displayed represent awarded training grants.

9.2.2 Viewing Training Grants for More than one PD/PI

An Assistant (ASST) can have xTrain privileges delegated from more than one PD/PI. These users
can view training grants assigned/associated to each delegating PD/PL.

For an ASST with multiple delegated privileges, xTrain displays the My Grants screen with a
drop-down box listing PD/PI names.

The My Grants screen displays a list of PD/PI names.

Select a PD/PI name from the drop-down list.

Elecironmic Rexearch Admimisiraiian Yielcome radaroreilby
- / Instindon; EXT LIAT DEMO CORF
> / o
( ecelR A ommons ) e
G Weaion 21512

Sponrcred By SNarfenad feerfrucres af Nealrh

Hoaree  Adimin  instition Profile Personal Profile Stslus e SHAP Links &RAPutiers Ho

My Grants

fecloct Delogatar:
Koney, Char D«

The Grant Summary screen displays a list of grants for the selected PD/PIL.
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Home Admin Institution Profile Personal Profile Status eSNAP Internet Assisted Review Iili |ii Links eRA Partners Help

Grant Summary

Tips and Notes:
» The Program Director Column always shows the Contact Pl for multi-Pl grants.
Project: T32 CA 099936  Includes ARRA grants
Title: xTrain Demao Training Grant

Project StartEnd Dates: 04/01/2003 - 08/31/2014

[Kl1-30f8 112

Appointments Appointments Appointments
1T32CAD99936-01A1 09/30/2004 09/29/2005 2004 Money, Cher D 0 0 1 0 3 0
2T32CAD099936-06 09/01/2009 08/31/2010 2009 Money, Cher D 1] 0 1 1 3 3
3T32CAD99936-0651 Yes 09/30/2009 08/31/2011 2009 mMoney, Cher D 1] 0 1 1 0 0
5T32CA099936-02 09/30/2005 09/29/20086 2005 Money, Cher D 1} (1] 1 0 3 a
5T32CA099936-03 09/30/2006 09/29/2007 2006 Money, Cher D 0 0 1 0 3 2
5T32CA099936-04 09/30/2007 08/31/2008 2007 Money, Cher D 0 0 1 0 3 2
5T32CAD99936-05 09/01/2008 08/31/2009 2008 Money, Cher D ] 0 1 0 3 3
5T32CAD99936-07 09/01/2010 08/312011 2010 Money, Cher D 0 0 1 0 3 0

View Trainee Roster

9.3 View 2271 and View TN PDF

Any xTrain user can click View 2271 PDF hyperlink or View TN PDF hyperlink on the Trainee
Roster screen to look at the most recent Appointment or Termination form.

If it is not yet submitted to Agency (or if previously submitted on paper), the system creates the
view on the fly, pulling the most current information from the profile/database and including any
entered data.

If it is already electronically submitted, a snapshot of the form at time of submission is displayed.

The xTrain system displays the most recently OMB-approved form; for historical paper
submissions, the form may not look identical to the one submitted.

Applicatlom = Appoit
M ppotein MR Fmination Er agis Rppsitinest Appeitinen Termmination Temination b
Traines: Tipia Sl Dode Bl Dage | D02 Pl Lwe]l  Stwius BolNCE Srales SalLE

BT IDKDGESAT-04 Budgal Perad: 07 00 7- D3 NI00E)

= PEndiceg
Bt KM oy 3007 DTO1007 (302006 DANGI008 Mo OC Aiopwd  Elockoeir  Aqeey Eldchir
) Brems

|Save || Cancel || Reset || RouetoTrainee || RouletoPl || Submitto Agency ][Deleta‘,‘;i Vigw POF ”)

9.4 View Routing History

The View Routing History hyperlink is available throughout many of the xTrain processes. This
hyperlink provides event history and includes routing comments. The hyperlink can be accessed
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from within forms or from the Appointment/Termination Status screen.

Statement of Training Appointment

Frofect Mumbier: T2 bMH 31 2008
Appaintment Status: Pending Agency Rey
Project Title: *TRAIMN DEMO TRAIRIM
Institution: LIMNVERSITY GF PERRSYLWARMIS
PO Maane: Money, Cher D

WViens Bouting Histone

Routing History

Project Number: T32 MH 312008
Appointment Status: Pending Agency Review
Project Title: *TRAIN DEMO TRAINING GRANT
Institution: UNIVERSITY OF PEMNSYLWVAMNIA
PD Name: Money, Cher D
Trainee Name: Mewhie, Ima Brand

Action . i Current Current .

Event Taken By Action Date Action Taken Status Reviewer Action Comments
Pl Initiates, Amends, or

- s Maney, Q6Mer2008 " In-Progress
R_’e-appmnts aTrainee Cher 0636 FM Initiated by PI Pl Money, Cher
via 2271
PI Routes 2271 to Money,  OB/0SI2008 Routedto  In-Frogress  Newhie, Lgﬁr:’elstta?;d 2 2271 m.”;” ”eet'?'e'j mrd‘m“ f‘p.‘i%‘m";fm‘ P'eg.se
Tielinee Chear Q707 PM I —— Trainee i plete the remaining infarmation and route ithack to me. Give me

a call ifyou have any guestions. -Cher D. Money

Trainee Routes 2271 to Mewhie, 06052008 In-Progress | believe | have included all the necessary informatin. | look forward
Pl Ima 07:43 PM ROUEEDE for Maney, Cher s i opportunity. Ima Newhie

. ; FPending | am submitting Ima Mewbie's Appointment farm. She is a wonderful
Pl SIS 2271 T IS DS{DSQDDB EGAiiEd Agency AGEMNCY addition to aur program. Let me know if yau have any questions.
Agency Cher 07:56 PM Agency )

Review Cher 0. Money

NOTE: The text listed under the Action Comments field includes information that was entered by
users in the Provide Comments screen.

9.5 View Grant Summaries

On the My Grants and List of Grants screens, the grant number is a hypertext hyperlink that takes
the user to the Grant Summary screen when clicked. To view a grant summary from the My
Grants or List of Grants screens, click the Grant Number to access the Grant Summary screen.
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Home  Admin__Institution Profile  Personal Profile  Status _ RPPR __Intermet Assisted Review Admin &RA Partners

My Grants @ OME No. 0925-0002
Expiration Date: JOXXK2018
Tips and Notes:

* When ARRA Funded checkbox is selected, search results will contain Grants and Supplements funded by ican R nent and Recovery Act ONLY.

® List of Actty Codes currently supported in xTrain
# Stipend Level Links by Fiscal Year

* xTrain FAQs
o Internal 1

o Extemal Users

e e e L R
View Trainee Roster

2007-07-31 SMITH, JOHN Mentored Clinical Research igw Pending Sub ans
20130430 SMITH, JOHN Clinical and Translational Science Mow Tezinee Boghee
NOTE: Data entry for previously submitted paper actions may be still in progress.
The Grant Summary screen displays.
Home Admin Insfitution Profile Personal Profile Status eSNAP Internet Assisted Review Links eRA Partners Help
Grant Summary
Tips and Notes:
# The Program Director Column always shows the Contact P| for multi-P| grants.
Project: T32 CA 099936  Includes ARRA grants
Title: ¥Train Dermao Training Grant
Project Start/End Dates: 04/01/2003 - 08/31/2014
K1-zorg 103
Short Term
re ry A~ re re o ry
Grant Number & RA Funded | Budget Start Date  |Budget End Date w [FY | Program Director 3 Est# Trainees #A(;cepled Est# Trainees #A(j‘cepted #Trainees, #At:'cepted
Appointments Appointments Appointments
1T32CA099936-01A1 09/30/2004 09/29/2005 2004 Money, Cher D 0 0 [1 0 3 0
2T32CA099936-06 09/01/2009 08/31/2010 2009 Money, Cher D 0 Q 1 1 3 £
3T32CA099936-0631 Yes 09/30/2009 083172011 20089 Money, Cher D 0 0 [1 1 0 0
5T32CA099936-02 09/30/2005 09/29/2006 2005 Money, Cher D 0 0 1 0 3 0
5T32CA099936-03 09/30/2006 09/29/2007 2008 mMoney, Cher D 0 0 [1 0 3 2
ST32CA099936-04 09/30/2007 08/31/2008 2007 Money, Cher D 0 0 1 0 3 2
5T32CA099936-05 09/01/2008 08/31/2009 2008 Money, Cher D 0 0 [1 0 3 3
5T32CA099936-07 09/01/2010 08/31/2011 2010 Money, Cher D 0 0 Il 0 3 0
View Trainee Roster

NOTE: Fields displayed on the Grant Summary screen cannot be edited.

9.6 View Trainee Roster
To view the Trainee Roster screen from the My Grants screens:

1. Click on View Trainee Roster hyperlink.
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: Asthrman oSHAP don T A
My Grants
Tips and Hotes:
» Lisl of Activity Codes curenthy supported in xTrai

» Shpend Level Links by Fiscal Yaar
» The Program Director Cokema shways shows the Contact P for multiP grants

2ol 10
ogect Start Dale & Project End Dale 2 Program Direcior & Progect Tie & =

T2 AG DOTI0E CWO1/1968 ArENI14 Moy, Char O BOTEC HMNOLOGY TRAINING PROGRAM

TAFCA 099938 0RO flia oy, Char O XTRAIN DEMO TRAMING GRANT

2. Make a selection from the drop down and click the Go button.

Hasmi Adimin eaiitution Profils Personal Profile Slates @ SHAP  infermesl Asseibed Binsew Links @A Parineds.
Trainee Roster

Metun and Tips:
= Han ingsbetional redeaich braming sppontmant of Rlliwibip is endesg sarer than intially planned, the PDVFT should indiste 3 Tesmmation with the ninw end dite, which will automatscally
amend the panod of appeiniment far & RN of iNgoe The peocess tor Agancy Stafl10 reasg the pesad of the lallswsheg swad

» For sppontranis 1 ingttutonsl came dealopmant (K12, KL2, KM1] and esaarch edecation (R25, R90) swads that e snding sary, the POVPI should only wie the Temeation Babice §
specificaly instracted to do so by the awarding IC. i a Termination Motice i not requined, e new appointment end date should be documented by an amendmaent 1o the appointment

Progect T32 CAOG903L Incladss ARRA grants
Progect Titk: sTRAM DEMOD TRAINNG GRANT
Propect StartEnd Detes: 08015003 - da1ming

| Latest and Previous Awarded Supeort vears
L ol At e SLPESAt YA -
Lo k)
R
oArThTEE [
Appointmaent Mo Terminason | oo | Degres | Appointmend | Appointeent | Terminabon | Terminaton
. Trpe Start Date | End Date Oate paary | Level status Source Stahus Source

STI2CA0G9918-0T (Budget Fencd. 090112010 - 042102011 ) Cregte New Appraniment

POST:  Ie-PUDoRess 27 Vigw 2371
Flaks, Snow Pl Tk plasterinter Hrrkeminll M Doc  Trnes i Flaks, Serw e Pbieck - 2271 Fom
Tide, High M FIADAPOAT00 11302011 Ho g n-Progress Pl EMCiron 2279 Manay, ChaerD View 2971 -i&?m
ITICANIODIE 0651 (Budget Pencd 09EE006 - 087312011} ARRA Funded Crosts Hew Agoiniment
FRE- be Fraress TTUAGENCY  Mew T - Z2flFgem
Gaor iy Mew 2008002004 0IEH0100029N10 Yes  COF  Accopied  EMchonk o Elecronkc  Z201AGERE el

9.6.1 Trainee Roster Fields

The following are the possible descriptors that can be shown for each of the fields in the Trainee
Roster.

(1) Appointment Type:

e New
« Reappointment

o Amendment

(2) Appointment Status:
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Pending Agency Review

On Hold by Agency

On Hold by Agency — Waiting Paper Signature
In Progress PI

In Progress Trainee

In Progress BO

(3) Appointment Source:

Paper

Electronic

(4) Termination Status:

In Progress PI

In Progress Trainee

In Progress BO

Pending Agency Review
On Hold by Agency

On Hold by Agency — Awaiting Award Revision (for Fellowships only)
Accepted (When the termination status is “Accepted,” the appointment status is

“Terminated.”)

(5) View:

View 2271
View TN
View Payback

(6) Action:

Process 2271
2271 Form
Amend 2271
Initiate TN
Process TN

Reappoint 2271 (This only appears when there is an awarded future year for the grant to

which the Trainee has not already been appointed.)
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STIFCADSSIE-0T (Budge! Perod: 0012010 - GA31/2011 ) Creale Naw Appoiniment
POST- In-Prooneds g oo nT b 2371

Fiske, Snow  Mew 201011012010 16312011 Mo hoc Trane Flaks. S0 Nt Parkiack - 2271 Fam
T Hign  Maw 201012012010 1B Mo PR InProgras F1 Elecronic 2271Money. CherD Vw2271 IS

ITIFCADOVIIE-065Y (Budpst Pancd DR0Z000 - (S312011)  ARRA Funded Cieas Hew Apppiniment
Oator ENa Maw JOAOWIII0DHZIZON0NZIZIN Tes Lo Accepled Edchonk ZATLAGEMCY  Wwwill - i2lltom

Edonic  Th Bow, Rain WewTH - Taim bigsos

In Froomss
Bo
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10 Email Messages

10.1 Email Reminders for Time Based xTrain Activities
The following email reminders will be sent to facilitate time based xTrain activities.

10.1.1 Email Reminder to Fellow (Pl), Sponsor, Sponsor Delegate, and
BO—30 Days Before Fellowship End Date

The system sends an email to the Fellow (PI), the Sponsor, Sponsor Delegate, and the BO if the
Fellowship End Date is within 30 days and the Fellowship is not yet terminated and the email has
not yet been sent for this Fellowship.

10.1.2 Email Reminder to Fellow (Pl), Sponsor, Sponsor Delegate and
BO—Fellowship End Date has Passed

The system sends an email to the Fellow (PI), the Sponsor, Sponsor Delegate, and the BO if the
Fellowship End Date has passed and the Fellowship is not yet terminated and the email has not yet
been sent for this Fellowship.

10.1.3 Email Reminder to Fellow (Pl), Sponsor, Sponsor Delegate and
BO—Fellowship End Date has Passed 30 Days Ago

The system sends an email to the Fellow (PI), the Sponsor, Sponsor Delegate, and the BO if the
Fellowship End Date has passed 30 days ago and the Fellowship is not yet terminated and the
email has not yet been sent for this Fellowship.

NOTE: The system sends one consolidated email if multiple records are found that meet the above
mentioned conditions.

10.2 Email Notifications to Manage the Termination Process for
Fellowships

The following email notifications will be sent in the process of managing Fellowship Termination
Notices.

10.2.1 Fellowship TN Routed to Sponsor

The system sends an email to the Sponsor and the Sponsor Delegate anytime the Termination
Notice requires more processing.

10.2.2 Fellowship TN is on Hold Awaiting Award Revision

The system sends an email to the BO and the IC Central Mailbox anytime the termination date is
modified in xTrain and the award has not yet been modified with the new date.
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10.2.3 Fellowship TN Routed to Fellow (Pl)

The system sends an email to the Fellow (PI) anytime the Termination Notice requires more
processing.

10.2.4 Fellowship TN Submitted to Agency

The system sends an email to the Fellow (PI), Sponsor, and Sponsor Delegate anytime a
Termination Notice is submitted to the Agency.

10.2.5 Fellowship TN Routed to BO
The system sends an email to the BO anytime a Termination Notice requires more processing.
10.2.6 Fellowship TN Accepted by Agency

The system sends an email to the Fellow (PI), BO, Sponsor, and Sponsor Delegate anytime a
Termination Notice is accepted by the Agency.

10.2.7 Fellowship TN Rejected by Agency

The system sends an email to the Fellow (PI), BO, Sponsor, and Sponsor Delegate anytime a
Termination Notice is rejected by the Agency.

10.2.8 Fellowship TN Recalled

The system sends an email to the Fellow (PI), BO, Sponsor, and Sponsor Delegate anytime a
Termination Notice is recalled.

10.2.9 Fellowship TN Deleted Email

The system sends an email to the Fellow (PI), BO, Sponsor, and Sponsor Delegate anytime a
Termination Notice is deleted.
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11 Getting Help

Additional xTrain information, including Quick Reference Sheets, Animated Online Tutorials, and
PowerPoint Presentations, can be found on the Training and Career Development Support Page at

http://era.nih.gov/training career/index.cfm.

Users may also request assistance from the eRA Commons Help Desk:

eRA Commons Help Desk

Web: http://ithelpdesk.nih.gov/eRA/ (Preferred method of contact)
Toll-free: 1-866-504-9552

Phone: 301-402-7469

TTY:301-451-5939

Hours: Mon-Fri, 7:00 a.m. to 8:00 p.m. Eastern Time

11.0.1 Hyperlinks of Interest:
eRA Commons:

https://commons.era.nith.gov/commons/

eRA Web Site:

http://era.nih.gov

xTrain Web Page:
(Application Launch, Quick Reference sheets, FAQs, Training Materials)

http://era.nih.gov/era training/xtrain.cfm

Ruth L. Kirschstein National Research Service Award Page:
(Policy Information, Stipend Levels, FAQs)

http://grants.nih.gov/training/nrsa.htm

NIH Forms & Applications:

http://grants.nih.gov/grants/forms.htm
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12 Appendix A — Statement of Appointment (Form PHS 2271)

For a printable sample form, along with complete instructions on all fields in the form, see the
following:

https://grants.nih.gov/training/phs2271.pdf (to view PDF copy)

https://grants.nih.gov/training/phs2271.docx (to download Microsoft Word copy)
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13 Appendix B — Termination Notice (Form 416-7)

For a printable sample form, along with complete instructions on all fields in the form, see the
following:

https://grants.nih.gov/grants/funding/416/phs416-7.pdf (to view PDF copy)

https://grants.nih.gov/grants/funding/416/phs416-7.docx (to download Microsoft Word copy)
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14 Appendix C — Payback Agreement (Form PHS 6031)

For a printable sample form, along with complete instructions on all fields in the form, see the
following:

https://grants.nih.gov/grants/funding/416/phs603 1.pdf (to view PDF copy)

https://grants.nih.gov/grants/funding/416/phs6031.docx (to download Microsoft Word copy)
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15 Appendix D — Appointment Errors/Warnings Quick
Reference

The table below identifies the circumstances (conditions) when errors or warnings occur, the error
or warning message provided as a result, and the role of the individual who sees the message on
the screen.

NOTE: When the internal user clicks the Validate button, the warnings will appear for that
appointment. The errors will not be shown because the appointment cannot be submitted with
errors.

A Trainee Appointment
cannot exceed 12 months
The Trainee without prior approval of
Appointment Period Error the awarding agency. PI
specified exceeds 12 Please adjust the Start/End
months. Date of the Appointment or
contact the eRA Help Desk
for further assistance.
There is another existing
Appointment for the
Trainee on the Grant #
The Start and End Dates [Insert Grant # and the PI
of the New Appointment Name of the existing
cannot be within the Start Error Appointment]. The Start PI
and End Date of the and End Dates of the new
existing Appointment for Appointment cannot be
the Trainee. within the Start and End
Date of an existing
Appointment for the
Trainee.
The Appointment Start The Trainee Appointment
Date is not within the Error Start Date should occur PI
Budget Period year of within the Budget Period

Table 3: Appointment Errors/Warnings Quick Reference
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the Associated Grant. year of the associated grant.
The Appointment Start The Appointment Start
E:tZSh%?LiE:;fg’n?an Error Date should be less than PI
bp the Appointment End Date.
Date.
};he ;?HH;; End Date The Trainee Appointment
pp . End Date must be less than
must be less than or Warning . PI
. or equal to the Project
equal to the Project Period End Date
Period End Date. ’
The Trainee Race, Gender,
and Birth Date must be
) entered. Where available,
If the Tramee‘ Race, . Do not wish to provide, .
Gender, or Birth Date is | Error ) Trainee/PI**
not entered can be used. The Trainee
o must enter this information
on the Personal Profile
screen in eERA Commons.
The Trainee Ethnicity and
Disabilities must be
.. tered. Wh ilable,
If the Ethnicity and/or gloe;Zt Wishetr(f ;:()a;ifle ¢
Disabilities are not Error Nl Trainee/PI**
tered can be used. The Trainee
entered. .. must enter this information
on the Personal Profile
screen in eERA Commons.
If the Stipend/Salary
'flmount 1s not .entered or The Stipend/Salary amount
1s entered but is zero or
.. Error must be entered and be PI
less. The R25 activity
greater than zero.
code can have zero
stipend/salary.

Table 3: Appointment Errors/Warnings Quick Reference
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The Trainee’s citizenship
The citizenship indicator musfc be entered. The.
) ) Trainee must enter this .
for Trainee Profile is not | Error . . Trainee/PT**
entered information on the Personal
' Profile screen in eRA
Commons.
The grant does not have At least one Trainee degree
the activity code T34, the must be entered. The
Stipend Level is not Trainee must enter this . sk
PRE-BAC, and the Error information on the Personal Trainee/Pl
Trainee does not have at Profile screen in eRA
least one degree. Commons.
The Trainee has not
The Appointment is for a entqred a PhD, MD, or
equivalent degree required
Post-Doc or a Scholar .
) for this Post-Doc or
and the Trainee does not . : .
Warning | Scholar Appointment. The | Trainee/PT*
have a PhD, MD or at . i
: Trainee must enter this
least one equivalent . .
dearee information on Personal
gree. Profile screen in eRA
Commons.
The Trainee has not
The Appointment is for a entereq a Bachelor’s degree
. or equivalent degree
Pre-Doc and Trainee . :
, . required for this Pre-Doc .
does not have Bachelor’s | Warning . . Trainee/PT*
. Appointment. The Trainee
degree or equivalent .. .
dearce must enter this information
gree. on the Personal Profile
screen in eRA Commons.
. .. The Pre-D t
The Pre-Doc is receiving e_ re- 00 Thay 1o
. receive greater than five
more than five years of | Warning PI
NRSA " years of NRSA support
SUppOrt without a waiver from the
Table 3: Appointment Errors/Warnings Quick Reference
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awarding agency.
The Post-Doc may not
The Post-Doc is receive greater than three
receiving more than three | Warning | years of NRSA support PI
years of NRSA support. without a waiver from the
awarding agency.
The Trainee has Federal
The Trainee profile Debt indicated in the
indicates Federal Debt Error Trainee-Specific section of Trainee
with no explanation their Personal Profile. An
provided. explanation for the Federal
Debt must be provided.
No Trainees may be
If the Appointment appointed for less than nine
Period (difference months unless the Training
between Start and End Warning grant was designated for PI
Dates) is less than nine short-term training
months and activity code positions or prior approval
is not T35... was granted by the
awarding agency.
No SSN has been entered
in the Trainee Personal
Profile. The Trainees are
asked to voluntarily
. . rovide their SSN
If.T ramee Profile is Warning 'Elforrnation to aide in the Trainee/PI**
missing a SSN... . .
processing of the Trainee
Appointments by providing
the agency with vital
information necessary for
accurate identification.
For a new Appointment | Error The Save & Submit PI

Table 3: Appointment Errors/Warnings Quick Reference
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been routed to the

the agency.

that has not previously

Trainee, if the PI tries to
submit the 2271 Form to

function failed. The 2271
Form must be routed to the
Trainee prior to submission
to agency.

NOTE: The Save & Route
to Trainee button appears at
the bottom of the screen
after the PI invites or re-
invites the Trainee to
register in eERA Commons
AND the Trainee follows
the e-mailed registration
instructions.

If the grant is aT35 and
the number of months

If the grant Activity Type is

between the . T35 then the Appointment . s
Appointment Start and Warning Period should not be less Trainee/Pl
End Dates is less than than two months.
two months...
If the grant is a T35 and
the number of months If the grant Activity Type is
between Appointment . T35 then the appointment . sk
Start and End Dates is Wamning period should not exceed Trainee/Pl
more than three three months.
months...
Trainee/PT**
The activity code for the Because the Trainee hasa | 1his )
grant is T34 and the Warnine | degree, confirm the warning
Trainee has any type of & | Trainee's eligibility for the exIsts In
degree. T34 Appointment. xTrain OPly
so there is
no need for
Table 3: Appointment Errors/Warnings Quick Reference
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the Edit
Checker
validation
procedure.
If the Appointment For RL5, RL9, R90 and
Period (difference R25 activity codes, xTrain
between Start and End does not a;[:}(/:e ‘ ’
Dates) is less than eight | Error . P’ Trainee/PI**
. Appointments if the
weeks and the activity Appointment Period is less
code is RLS, RL9, R90 e
or R25... £ >
For RL5, RL9, R90 and
. . Please make sure you are
R25 activity codes, if the followine the FOA
Non-Resident is selected | Warning | . 8 ) Trainee/PT**
. instructions regarding
on Trainee Personal ‘tizenship requirement
Profile... ClHZEnSHp Tequ >
If the Appointment is for No degree information has
.. . been entered on Personal .
a Participant and no Warning . Trainee/PI**
. : Profile screen in eRA
degree is specified. ..
Commons.
For RLS.’ R L9, R90 and The Field of Research
R25 activity codes and Training (FOT) or Career
the Field of Research Warning £ . Trainee/PT*
. . Development is not
Training (FOT) is not
. entered.
specified...
For all activity codes The Appointed individuals
except for R25, R38, must be citizens, non-
RL5, RL9, and R90, if Error citizen nationals of the Trainee/PI**
Non-Resident is selected United States, or lawfully
on the Trainee Personal admitted permanent
Profile... residents.

Table 3: Appointment Errors/Warnings Quick Reference
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16 Appendix E — User Role Functions

Delegate
xTrain
Authority
PD/PI (except
for fellows)
can designate
a delegate to
perform
xTrain
specific
functions on
their behalf
(ability to
submit to
agency
specifically X X
withheld)

A Sponsor
can also can
designate a
delegate to
perform
xTrain
specific
functions on
their behalf
(ability to
submit to
agency
specifically
withheld)

Table 4: User Role Functions
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Identify
Trainee
Facility to
locate an
existing eRA
Commons
profile for a
Trainee

View Trainee
Roster
Access to the
Trainee
Roster of
specific grant

Own

X
Delegate
d PIs

X
Fellows

X
Fellows

X
Institutio
n

X
Institutio
n

View List of
Grants
Provide list of
grants based
on provided
search criteria

Own

Delegate
d PIs

X
Fellows

X
Fellows

X
Institutio
n

X
Institutio
n

View Grant
Summary
Read-only
access to the
cumulative
grant data,
such as short
term, pre-doc,
and post-doc
slot allocation
and accepted
slots within a

Table 4: User Role Functions
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given overall
grant, for
each support
year of the
grant

View
Routing
History
Read-only
access to
routing
history for
Appointments
and
Terminations
Notices
(TNs)

View Own
Appointments
and
Terminations
Access to list
of
Appointments
and TNs

Process 2271
(Appointmen
t)

Ability to
interact with
the electronic
2271 form

Table 4: User Role Functions
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Initiate New
Appointment

Enter Data X X X

Route New
Appointment | X X
to Trainee

Route New
Appointment X
to PI

Delete
Appointment
(not yet
submitted)

Initiate an
Amended X X
Appointment

Initiate Re-
appointment

View form in
PDF format

Submit New
Appointment | X
to Agency

Process TN
(Termination
Notice)
Ability to
interact with
the electronic

Table 4: User Role Functions
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™N
Initiate
Termination | X X X X X
Notice
Enter Data X X X X X X
Route
Termination
Notice to X X X X
PD/PI Fellows Fellows
(includes
Fellows)
Route
Terrpmahon X X %
Notice to
Trainee
Route
Termination | X X X X
Notice to BO
Delete TN
(not yet X X X X X
submitted)
View form in
PDF format X X X X X X X
For X
some For
Submit to activit foreign X
Agency y and
codes federal
only fellowshi

Table 4: User Role Functions
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ps only

Recall (if not
submitted to
Agency)
Previous
reviewer can
recall form
from current
reviewer

Validate
Run
validation
process to X X X X X X
identify form
errors/warnin
gs

Table 4: User Role Functions

NOTE: Assistant has been delegated authority by PD/PI
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